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Chapter 1. Introduction to ePlanning
1.1. Introduction

This chapter will serve as an introduction to ePlanning and will discuss the following:
e The definition of ePlanning and its intended use

The ePlanning application software, its related components

The benefits of utilizing ePlanning

Navigating the BLM National NEPA Register

1.1.1. Definition of ePlanning and Intended Use

Definition: ePlanning is a customized software application that allows for project/document
creation, document management, publication, and public commenting during the Land Use
Planning (LUP) and National Environment Policy Act (NEPA) processes. The application
includes functionality to manage the content in documents, publish the content to print (paper)
and web formats, create and enable documents for comments, and comment analysis.

Purpose: ePlanning is currently used by BLM employees and contractors to develop and
publish projects/documents that reach all levels of the BLM organization and the general public.
ePlanning has been primarily developed to support the BLM's NEPA and LUP processes with
the intended flexibility to eventually support other Department of the Interior (DOI) agencies
and projects.

Uses for ePlanning include, but are not limited to the creation and publication of the
following:

e Categorical Exclusions (CX)

e Environmental Assessments (EA)

e Environmental Impact Statements (EIS)

e Determination of NEPA Adequacy (DNA)

e RMP revisions and amendments with associated NEPA documents

e Other documents related to the land use planning process for public viewing and
commenting

Goal: ePlanning facilitates a multi-disciplinary approach from planning development and
document management to publishing projects/documents on the web for public participation
and notification.

1.2. The ePlanning Software and Components

The ePlanning application software enables many planning processes, which include:
e Document, project, content and task management
e Authoring, reviewing, and publishing



e Comment analysis
e Web page creation and publication

The ePlanning applications are accessed through Documentum 2 (D2). The main components
are D2, Back Office and the Word templates which will be explained further in this manual.
Benefits of Using ePlanning

Let's take a look at how ePlanning benefits you, your office, the BLM, and the general public.

Your Benefits:

Easily incorporate all team members in the creation of project documents

Easily assign tasks to co-workers who can work on the same documents simultaneously
Know when your co-worker is editing a piece of the project's document

Track accountability of documents and assigned tasks

Your Office Benefits:

e Easy to create web pages to host the document content and supporting information
e The creation of a centralized access point for templates and content reuse

e Tracking of document versions and incorporating comments into the final products
e Receiving comments online which will go to a centralized database

e All team members know the status of documents

The BLM Benefits

e Standardized look and feel to products across organizational boundaries

e Improved ability for State, District, and Field Offices to access and share searchable
documents and databases

e Consolidated and easy to find Bureau-wide BLM National NEPA Register

The General Public Benefits:

e Improved public outreach by creating more BLM transparency

e Being provided 24/7 access to documents on the Internet

e Ability to review and submit comments on documents posted online

1.3. Ability to see interactive map products for commentingNavigating to the BLM National
NEPA Register

The following steps will show how to navigate to the nationwide NEPA and LUP registers.
This is where all projects are stored giving a centralized one stop shop for finding all NEPA
and LUP projects

1. Go to https://eplanning.blm.gov/epl-front-office/eplanning/nepa/nepa_register.do the
National NEPA Register. Another way to find it quickly and easily is to Google search “nepa
register” and click on the ePlanning 2.0 Front Office link.


https://eplanning.blm.gov/epl-front-office/eplanning/nepa/nepa_register.do

GO gle nepa register

All News Shopping Videos mages

About 510,000 results (0.471 seconds)

ePlanning 2.0 Front Office
https://eplanning.bim.gov/ v

Welcome to the Bureau of Land Management's (BLM) natic
National Environmental Policy Act (NEPA) documents

Figure 1.1

2. This is the BLM National NEPA Register. You have the opportunity to choose
between NEPA or LUP although, the opening page defaults to the BLM National NEPA
Register.

U.S. DEPARTMENT OF THE INTERIOR

BUREAU OF LAND MANAGEMEN

BLM NEPA BLM Planning Cooperating Agency Info Related Links

Welcome ePlanning Project Search
Welcome to the Bureau of Land o [ & G
; : T f (2 Land Use PI NEPA | ————
Management's (BLM) national register for YOS S RESISC | B —=ce |
Land Use Planning (LUP) and National Map Search  Text Search
Environmental Policy Act (NEPA) ) e
documents. The register allows you to Selected solitss, v ACVE All

review and comment online on BLM NEPA 3
and planning projects. This site also makes 5=
finding documents easier by allowing you

to search for projects by geographic =
location, project resource type, year, and

other project-specific fields.

If you have questions about the BLM NEPA
or Planning process, please use the links at
the top of the page to find more information
about your topic of choice.

A!I BLM states will be usmg the ePIanmng

Figure 1.2

3. The register defaults to the “Map Search” option. Users can zoom into areas of interest
and view the NEPA projects located nearby. Clusters of points will break into individual
projects (represented by BLM logos) as the map zooms in. The basemap can be changed using
the “Switch Basemap” button. Users can navigate to a project’s website by clicking on the
project icon, followed by the blue project name.
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\ 4 Switct: Basemap

0-5030-2014- |

A text search option is available for those with a particular project or kind of project in

mind. This can be accessed by clicking the “Text Search” tab at the top of the map. Users have
the option to refine their search by state, office, document type, fiscal year filed, program, and

by open comment period.
ePlanning Project Search

Type of project:

C Land Use Plan © NEPA

Map Search  Text Search —
pen mment Ferk
I” Only Active Projects
State(s) Office(s) Document Type(s) Program(s)
All 4| |CO - Kremmling Fia| [All |AI1 _v_l
Center CO-LaJaraFO CX
National CO - Little Snake F DNA
Training CO - Northwest DC =)
Alaska - Pagosa Spri EA Long Form
Arizona CO - Royal Gorge EIS
California CO - San Juan Pul | |OTHER_NEPA
CO - San Luis Vall
Eastern States CO - Southwest D
Idaho ~ | |CO - State Office ;I

Advanced Search »

Search | Clear I

5.

Figure 1.4

You can also click on the “Advanced Search” link and that will allow for a more specific

search. Unless you know specifics about the project you are searching for, for best results use

the Site Page Text search.
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« Advanced Search

County(ies):
All

Applicant:
Project Mame:

NEPA #:
EIS QOEPC #:
Site Page Text:

—
Notice of Intent Date: After ¥
Record of Decision Date: | After v
FOMNSI Date: After ¥
Status: All ¥
| Search | Clear |

Figure 1.5

6. After clicking the “Search” button, the results will appear at the bottom of the page.

Clicking on the blue NEPA number will direct the user to the project website.

DOI-BLM-WO-nuli-2012-0001-
OTHER NEPA

DOI-BLM-WO-W02100-2012-0005-
OTHER NEPA

DOI-BLM-UT-G010-2013-0015-EA

DOI-BLM-CQO-S070-2015-0043-EA

DOI-BLM-CQO-5070-2015-0043-EA

DOI-BLM-CO-5070-2015-0045-EA

DOI-BLM-CO-S070-2015-0044-EA

OTHER_NEPA

OTHER_NEPA

e

g g B B

Other NEPA Test

Training Env - National GSG
Project Website Test

Mike Mulder VVernal Project

Another Lost Weekend

windfarm on lek

EEEEAAAAAANNI

Zippity Do Da EA

Office(s)

WO - WO0-200

WO - WO-200

CO - Columbine FO
UT - Vemal FO

CO - Canyon of the Ancients
NMON

CO - Canyon of the Ancients
NMON

CO - Canyon of the Ancients
NMON

CO - Canyon of the Ancients
NMON

Program(s)

Other

Other

Fluid Minerals (Oil &
Gas

Tar Sands

Qil Shale)

Lands and Realty
Lands and Realty

Other

Analysis & Docu

Analysis & Docu

Analysis & Docu

Preparsation and

Preparation and

Preparation and

Preparation and

USA.Gov | No Fear Act | DOI | Disclaimer | About BLM | Notices | Get Adobe Readel
Privacy Policy | FOIA | Kids Policy | Contact Us | Accessibility | Site Map | Home

Figure 1.6
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Chapter 2. ePlanning
D 2 Basics

2.1 Introduction

This chapter will show you how to access Documentum 2 (D2) in the ePlanning application.

2.1.1 Objectives

Upon completion of this chapter, you will be able to:
e Access and log into D2

Learn new terms associated with D2

The layout of D2

Explore the Widget gallery

Logging out of D2

2.2 Accessing and Log into D2

In this section, you will learn how to access and log into the ePlanning D2 application.

All you need to remember is your BLM network user id and password. Since we have linked
your login information to your Active Directory account, each time you change your BLM
network password, the new password will be mirrored in ePlanning.

D2 can be accessed by clicking on the following link, which should be saved in the resulting
browser: D2 ePlanning (Training)

NOTE: If these instructions are being read from paper, please enter the following text into the
URL field of a browser window:

https://ilmocop0ap6107.bIm.doi.net:8443/D2/#d2

Upon invoking the D2 link the following pop-up window will be displayed:

Authentication

Repository: * IePIanningTraining]’Z I"

Login: * | |

Password: * | |

Domain: | |

Figure 2.1

pg. 12


https://ilmocop0ap6107.blm.doi.net:8443/D2/#d2
https://ilmocop0ap6107.blm.doi.net:8443/D2/#d2
https://ilmocop0ap6107.blm.doi.net:8443/D2/#d2

Once the user id and password have been accepted, you will see the following screen
displayed in your browser. You have now successfully logged into ePlanning D2.

£ EPLANNING TESTDCTM 7.2

D2 + NEw ¥ £ IMPORT ¥ [1 CONTENT ¥ 'Y CURRENTVERSION ¥

D2y EPL BACK OFFICE EPL FRONT OFFICE Q
Repository browser ¥ Document list ¥ [}s Properties ¥
|E'?%' our search terms ‘Xp Q|."|
+ [E] Asset Library = ePlanning Test DETM 7.2
- [E] Cabinet Dod 5015 Ch2
Name Title
4 Dustin_Records_Cabinet Asset Library

: ePlanning Projects Cabinet
. eplanning_test

: HPLoadRunner

: ilmnrsrvepldap

. mikey

: Peggy RC Test Cabinet

: RecycleBin

> Bl Rarurle Bin

Title

Mame
A:set Library
m Decision Record Memorandum... DRM [Decision Record Mem...
[ Environmental Assessment.docx  EA (Environmental Assess...
m EPL-17 Search Test Steps.docx

=l Terrv | awrence
»

Workflow task list ¥

Subject Sender

Cabinet Dod 5015 Ch2

Dustin_Records_Cabi...
ePlanning Projects C...

eplanning_test
HPLoadRunner
ilmnrsrvepldap
mikey

Peggy RC Test Cabinet
Recycle_Bin
RecycleBin
Resources
ShriTest
System

Temp
Templates
Terry Lawrence

uhong cabinet

wvrinda formal cabinet...

vrinda formal cabinet...

Super User Cabinet

Super User Cabinet

Recycle_Bin H
RecycleBin

Resources Cabinet

System Admin Cabinet
Temporary Object Cabinet
Templates Cabinet

testing 2.0.3

3

Displaying 1 - 20 0f 20

Figure 2.2

2.3 New Terms Associated With D2

Now that you have logged into D2, you will need to learn a little about new terms in this

workspace.

Widgets — Are any tools, functions or functional areas found in ePlanning D2. The Widget
Gallery can be displayed by clicking on the faint plus sign located at the top of the middle and

right frames.

Document list ¥ .

Relations - Displays a list of what is linked to the selected content. This widget manages
content distribution by allowing you to start distributions, edit the list of recipients, and

generate reports.

Tasks Browser - Displays a list of tasks sorted by category that have been assigned to you.
Use this widget to refresh the Workflow task list widget.

Workflow History - Displays a list of past and current events to show workflow progress.

pg. 13



You must have at least queue manager permission to access this widget.

Task Details - Displays the subject and message of the selected task.

2.4 Screen Layout of D2

Now that you know some terms look at the layout of the screen. D2 presents the ePlanning
tools utilizing a master web page, also known as a Work Space, and then presents 3 frames;

left, middle and right.

D2 + NEW ¥ L IMPORT ¥ [1 CONTENT ¥ 'Y CURRENTVERSION ¥

D2v

Repository browser ¥

EPL BACK OFFICE EPL FRONT OFFICE

g Asset Library

- [B] cabinet Dod 5015 Chz

r Dustin_Records_Cabinet

4 ePlanning Projects Cabinet
eplanning_test
HPLoadRunner
ilmnrsrvepldap

. mikey

. Peggy RC Test Cabinet

g RecycleBin

- Bl parurle Bin

Name Title
Asset Library

(i Decision Record Memorandum...

-

DRM (Decision Record Mem...
m Environmental Assessment.docx  EA (Environmental Assess...
m EPL-17 Search Test Steps.docx

=] Terrv | awrencs
»

5
‘E'e our search term

xl2 [

Name «

E ePlanning Test DCTM 7.2

Title
Asset Library

Cabinet Dod 5015 Ch2
Dustin_Records_Cabi...
ePlanning Projects C...
eplanning_test
HPLoadRunner
ilmnrsrvepldap

mikey

Peggy RC Test Cabinet

Super User Cabinet

Super User Cabinet

= EPLANNING TEST DCTM 7.2

Recycle_Bin
RecycleBin
Resources
ShriTest
System
Temp
Templates

Recycle_Bin

RecycleBin

Resources Cabinet

System Admin Cabinet
Temporary Object Cabinet
Templates Cabinet

L~ | Terry Lawrence
ist ¥
Workflow task list uheng cabinet
Subject Sender vrinda formal cabinet...
-.rrindaiormalcabinet... testing 2.0.3
»
» Displaying 1 - 20 of 20
Left Middle Right

Repository browser — Displays
cabinets and folders

Favorites — Displays list of contents
you mark as favorites (subscriptions)

Workflow task list - Displays a list
of tasks that have been assigned to
you

Document list - Displays
content and virtual documents.
Enables full browsing and
content-seeking capabilities. Use
this to access the content context
menu. Displays results from
quick search and predefined
searches. Provides a quick search
toolbar (located at the top) to
enable quick search capabilities

Properties - Displays properties
of the selected content

Previews - Displays the selected
content as a slideshow. You must
set up an ADTS rendition server
to render previews and
storyboards.

Versions - Displays a list of the
versions of the selected content.

Figure 2.3
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D2 centralizes planning and NEPA information from the whole Bureau, you can easily find
planning and NEPA information from your colleagues all over the country. In order to help
you get accustomed to this part of ePlanning, we will navigate around the application to help

you get acquainted with the look and feel of Webtop.

2.4.1 Widget Gallery

In addition to the Widgets shown in the default Work Space, other Widgets are available from
the Widgets Gallery (any Widgets greyed out are ones already displayed in the Work Space.
The Widget Gallery can be displayed by clicking on the faint plus sign located at the top of

the middle and right frames.

Document list ¥

Widgets Gallery

Checkout documents

Hame = Checkout Date
@ [ Contract_2015_rum_ Mar 14 2015 09255
i [ Directve_notes Mar 14 1015 09255

@ n Procedures_2015 far 14 3015 09255
i [l Policy_overviewdocx  Mar 14 2015 09:255
@ [ valdation Plandoc  Marl4 201509255
& [ QA_2015_wm_DO23  Marl4 201509255

@ [ gA2015_rum_ D123 Marl4 201509255

Displays a list of checked-out content with
user name and time of checkout.

Checkout documents

[ra— Pl lecmioh Phc

Document list

Document list

Comments
ad Comments QA_2015_num_04835
Admindstrator  Mar 14 2015 09.25:53
Eection &, sub-section 23 appears to be outfo

date, Pleass provide updates and return to draft
siatus propr o siskeholder review.

geply  EdDelete
QA Manager Mar 14 2015 0925.53
Updates have been added and reviewed.

The document is ready for stakeholder
review a3 needed.

Enakles viewing, creating, and replying to
comments about content.

Comments

BB e mn mmEr e mnar

ePlanning Back Office

Wlenning Cuvalopiist B SMiew e

ePlanning Back Office

ePlanning Back Office

The Widget Gallery can also be displayed by selecting the Switch widget option from the drop

down arrow of any group in the left frame.

Repository browser ¥

' ﬁsset Likbrary
i [E] Cabinet Dod 5015

Refresh

Expand

Switch widget
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To remove a Widget, click on the drop down menu of the Widget and select Remove Widget.

W

Expand

Switch widget

Remove widget

2.5. Logging out of ePlanning
This section will guide you through logging out of both ePlanning and D2.

Now that you have successfully logged into ePlanning, please log out of the system. To do so,
click on your name and then the Logout link in the upper right corner of the window (see
below image).

& Michael S Mulder (mmulder) ¥ ©
User Settings

e

After you have logged out of ePlanning D2, close the window.
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Chapter 3. Creating a New NEPA Project

3.1. Introduction
This chapter will show you how to create a new NEPA project in ePlanning.

3.1.1. Objectives

Upon completion of this chapter, you will be able to:
e Create a new NEPA Project in ePlanning.

e Generate a NEPA number.

e Add/Edit information about the project.

e Provide access and define roles for people that will be working on the project.

e Understand how ePlanning project information is used throughout the ePlanning system.
3.2. Working with Projects in ePlanning D2

Within the ePlanning system, the Project is an important "hub™ for working on NEPA and
Land Use Planning projects. Information about the project (referred to as Project "properties,”
"attributes,"” or "metadata™) can be entered once and is used throughout ePlanning to populate
project documents. Many of the ePlanning tools that help integrate the tasks of document
authoring, editing, reviewing, are accessible by working with the project in D2. An ePlanning
project also includes folders and sub-folders that help organize and store information for the
project.

Within the ePlanning project, you can:

e Record important information about the project, such as lead office, description of the
proposed action, applicant, and location.

e Define the team of resource specialists who will be working on the document.

e Identify any cooperating agencies and keep track of correspondence with them.

e Identify funding sources.

e Identify contractors.

The rest of this chapter will show how to create a new NEPA Project, add/edit project
information, and add new team members to the project.

3.3. Creating a New NEPA Project - the Background Tab

Follow these steps to create a Project.

1. Log into D2 (see chapter 2).
2. Click on the Create Project button.



Project Tasks

Create | Create a new project.

Project | User must be a member
of a group allowed to
create new projects.

Edit Edit properties of the

Project | selected project. User
must be a member of a

group allowed to edit
project metadata.

Figure 3.1
The Project Editor Widget frame will refresh and show the initial fields of the project.

Project Tasks / Background
MNext || Cancel

Project Type: (* indicates required

field )

Project M
Department DOl
Agency BLM
Type v

Status & Dates:
Project Location:
Project Information:

Document Templates:

MNext || Cancel

Figure 3.2
If the Project Editor Widget frame does not show enough of the information or fields, placing
the mouse pointer on the arrows to the right or left and the holding down the left mouse button
will allow you widen the frame at the expense of the adjacent frames.

If a full screen is preferred, double click on the Project Editor label at the top or click on the
down arrow in the Project Editor label and select Expand.
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D2 <+ NEW ¥ 4 IMPORT ¥ [ CONTENT ¥ 'V CURRENTVERSION ¥

D2Y BACK OFFICE FRONT OFFICE OTHER LINKS

Project Tasks | Background
Mext || Cancel

Project Type: (* indicates required field )

Project

Department Dol
Agency BLM
Type * M

Status & Dates:
Project Location:
Project Information:

Document Templates:

14 Cancel

Figure 3.3

Double clicking on the Project Editor Label or clicking on the down arrow in the Project
Editor label and selecting Collapse will reduce the size of the Project Editor Widget and the
screen will return to the default display and include any changes to the screen.

Project Tasks
At the top of the frame there is a Project Tasks label.

iyt Tasks | Background

Cancel

This label indicates which task you are currently during the creation and editing of a project.
When creating a project, this value will default to Background, indicating the background
information is being shown in the Project Editor Widget frame.

Navigation Buttons

At the top right of the Project Editor Widget frame are displayed a set of two buttons, Next
and Cancel. Three (3) navigation buttons will appear after the first tab has been completed for
easy navigation.



Project Editor ¥

Project Tasks / Background / Team Definition

@revious CarD

The Next button will initially be disabled until all required fields contain values. When
enabled, this button will take the user to the next screen. In the initial state of the widget, the
Next button will take the user to the Team Definition screen.

The Previous button will return the user to the previous screen. In the initial state of the
widget, the Previous button will take the user to the Project Editor Widget initial screen
displaying the Create Project and Edit Project buttons.

The Cancel button will take the user to the Project Editor Widget initial screen displaying the
Create Project and Edit Project buttons. This will be true when either creating or editing a
project and prior to saving the project.

3.3.1 Field Groupings

In the initial Project Create screen there will be 6 shaded Group labels. Each of these labels
indicates a category of fields that are contained within. Clicking on each Group label (single
click) will result in the group expanding to show the associated fields and values. Clicking
once on the expanded Group label will result in that group contracting and no long displaying
the associated fields and values.

Project Type: (* indicates required field )
Status & Dates:

Project Location:

Project Information:

GRSG Habitat Monitoring Questions:

Document Templates

Figure 3.4

The only exception will be the GSRG Habitat Monitoring Questions group. Until all required
fields have a value, this group cannot be opened. Work down through the fields starting at the
top In the Project Type group. In order to successfully create a project you must complete all
of the required fields in the Background and Team Definition tabs.
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3.3.2 Background Fields

3.3.2.1 Project Type Field Group

D2 utilizes the same Project Editor Widget for both NEPA and RMP projects. This will
require that the Project and Type will be entered first. Both fields are required.

At any point, if a required field is skipped, an orange Required label will be displayed next to
the field.

NEPA Project

Project Type: (* indicates required field )

_I?roject * NEPA ¥
Department Dol
Agency BLM
Status & Dates: CcX
DNA
Project Location: EA
EIS
Project Information: OTHER_NEFPA
Figure 3.5

RMP Project

Project Type: (* indicates required field )

—PEroject RMP ¥
Department Dol
Agency BLM
_’I‘ype * -
Status & Dates: RMP - EIS

RMP Amendment - EA
Project Location: RMP Amendment - EIS
RMP Revision - EIS

Project Information: Other

Figure 3.6

3.3.2.2 Status & Dates Field Group
When creating a new project the project status options will include all status options but will
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default to the Preparation and Planning status. Once you create the project and have a
NEPA number assigned you update the status of your project as you move through the NEPA
process in D2 using the Edit feature.

Status & Dates:

Project Status * Preparation and Flanning v
. w

Fiscal Year 2017
Public Scoping

Start Date Analysis & Document Preparation 06/29/2017

NOA Draft Date | Comment and Review Period mmiddlyyyy

N Decision and Appea

Decision Date mm/dd/yyyy
Completed

End Date mm/dd/yyyy

Completed and Monitaring

Closed
Project Locatiol
Withdrawn

Figure 3.7

The date fields are all left blank (showing mm/dd/yyyy) and must be manually filled in during
the project. There are two exceptions:

1. The Start Date is automatically filled in with the creation date. This date is modifiable
at any time during the project.
2. The End Date will be filled in when the Project Status is set to one of the following

status values; Completed, Completed and Monitoring, Withdrawn, and Closed.

3.3.2.3 Project Location Fields Group

Your NEPA number is generated based on the information you select in the State and Office
Location fields. The NEPA number will not be shown until the project is saved. The NEPA
number can be viewed by editing the project or looking at the project properties. You may
select multiple States, Counties and office locations. However, you may only select one lead
office, which will become part of your NEPA number, so choose carefully.
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Project Location:

States * AK

CA &

Counties AK - Aleutians East ®
AK - Aleutians West
AK - Anchorage -

Office Locations ™ AK - Anchorage DO
AK - Anchorage FO
AK - Arctic FO -

Lead Office " AK - Anchorage FO v

Project Location (4000 char limit)

Project Area Acres

Project Area BLM Acres

Figure 3.8

3.3.2.4 Project Information Fields Group

The next required field is the Project Name. This is the title of the project that will appear with
the NEPA number on the NEPA Register.

The Project Description and Applicant Name fields are not required, but they are useful for
providing more information about the project. The information in these fields will appear on a
Project Summary Web Page.

The next required fields are the Program, Sub Program and Monitoring Item. When the
Program is selected, the Sub Program options will be populated based on the Program
selected. After selecting the Sub Program, the Monitoring Item options will be populated
based on the Program and Sub Program selections.

Project Information:

Case File Project Number

Project Name *

Project Purpose (4000 char limit)

Applicant Name
Program * v

Sub Program v

Land Use Plan Name

Figure 3.9

pg. 23



At the bottom of the Project Information group is the question regarding GRSG Habitat which
is a required field. If the project is not within GRSC habitat leave the dropdown selection set
to No and continue on to the next field group. This will disable the ability to expand the
GRSG Habitat Monitoring Questions Field Group.

GRSG Habitat * [ Yes v | €

Monitoring Item * None v

—> GRSG Habitat Monitoring Questions:

Figure 3.10

Answering no will take you to section 3.3.2.6 in this workbook.

3.3.2.5 GRSG Habitat Monitoring Questions Fields Group

If the project does occur within GRSC habitat select Yes from the dropdown menu in the
Project Location Fields Group and designate the type of habitat from the GRSC Habitat
menu.

GRSG Habitat Monitoring Questions:

General Habitat Management Area

GRSG Habitat Anthro Mountain
Important Habitat Management Area

Disturbance Cap:

If within PHMA or IHMA in a BSU, is disturbance estimate within the disturbance cap? v
Is the proposed action within project scale disturbance cap? v
Lek Buffer Distances:

What is the distance from this project to the nearest lek? (miles)

Is this project located within or outside the relevant USGS or WY buffer distance v
described in the Plan?

NEPA Document Section

Required Design Features:

Were all RDFs applicable to the type and location of this project applied? v
NEPA Document Section

Net Conservation Gain:

Does authorization meet Net Conservation Gain Standard? T

Figure 3.11
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3.3.2.6 Document Template Fields Group

Document Templates are interactive document templates. The template options are based on
the Project Type that was selected and at least one selection is required. In the example
below a CX was used. The templates provided will only be in Microsoft Word format. One or
more templates may be selected by using the CTRL and SHIFT keys.

Document Templates:
The use of MEPA document templates provided in ePlanning is mandatery. Confirm below the type of NEPA template(s) that will be used for this project:

Categorical Exclusion
Categorical Exclusion Rational
Decision Record

Figure 3.12

3.3.3 Team Definition

When all of the required fields have values in the Background task, the Next button will be
enabled at the top right of the Project Editor Widget frame and a Next button at the bottom of
the screen will activate as well.

Project Editor ¥

Project Tasks / Background Team Definition

Next || Previous || Cancel

Clicking on the Next button will refresh the Project Editor Widget frame, display an
additional task at the top of the frame, display the Team Definition fields and disable the Next
button.

When creating a new NEPA project, the person creating the project will automatically be
added to the Team Definition as a Project Team Lead and Public Affairs (mandatory roles)
with a Discipline of P&EC.Add team members by entering the first name and selecting from
the drop down list. Once you add their role and discipline your team member will be
automatically added to your project.
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Team Definition: requires active user(s) in Team Lead and Public Affairs roles

Michael S Mulder @ | » || x
Michael_Mulder@blm.gov / (303) 236-6370 Your name appears here as default.
Roles: Team Lead, Public Affairs

Erik M Ringenberg @ | # || x

eringenbergi@blm.gov { (303) 236-4031
Rmi;mnﬂ‘r@ goviiEts Your team members appear here.

Disciplines: Air Quality

#| Add to each user's list of 'Favorites'?

Team Member: | 3

Name
Login 1D i /nltonbugg

To add a team member type the first
Email name and select from the drop down beoltonbugg@blm.gov

menu as the full name appears. Then
Phone select role and discipline to add the (303) 235-6618

name to your Team list.
Status
Roles * Team Lead

Public Affairs
ditor
viewer

Disciplines
Abandoned Mine Land »*
Acquisitions Speciali
Air Quality
Archaeologist -

| Mext || Previous 1 Cancel |

Figure 3.13

To edit a team member’s role, click on the pencil mark next to the member on the right. To
delete a Team meber click the “X” button

Team Definition: requires active user(s) in Team Lead and Public Affairs roles

Michael S Mulder @ |~ x

Michael_Mulderg@blm.gov / (303) 236-6370
Foles: Team Lead, Public Affairs

Erik M Ringenberg @ | # | (x| <«
eringenberg@blm.gov / (303) 236-4031

Foles: Editor

Disciplines: Air Cuality

Figure 3.14

By creating one team member with the required roles, the Next button has been re-enabled.

The default Team Role for the person creating the ePlanning Project will always be NEPA

Project Team Lead and Public Affairs — do not delete these roles from the team member.
Additional roles and disciplines can be added as needed. To add a role, simply hold the
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CTRL key down and select the desired role. There is no limit on the number of roles or
disciplines that a user can be assigned.

Project Tasks Background Team Definition

Back | MNext | Cancel

Team Definition: ¥ Add Project to Team Members ‘Favorites'?

Member Team Roles Disciplines Contact Info Status
Terry Lawrence Project Team Lead, Public Affairs Discipline1 user@blm.gov @ /%
— 999.999.9999

Save j

o —

Team Member. 4 @ ®

Name ~ Terry Lawrence LoginiD~ tlawrence@blm.gov
Status 4 Active? Contact Info user@bim.gov
999 999 9999
Role(s) * Project Team Lead Discipline(s) Discipline1 Clear
o Discipline2
tifknr Discipline3
Rewil T Disciplined
Discipline
Figure 3.15

3.3.4 ePlanning User Roles and Permissions

ePlanning Role Description

Project Team Lead Role must be designated to create a project.

Default role assigned when creating an ePlanning project This role
can create, refresh and edit projects and web pages in Webtop and
Back Office (BO).

Public Affairs Role must be designated to create a project.
Specific reviewer responsible for reviewing and approving web
pages in Back Office prior to publishing to the NEPA register.

Editor Edits documents within ePlanning. Can view and edit projects in
D2.
Reviewer Read only role to review document content. Can view projects in
D2, and has no BO access.
Figure 3.16

When all of the required fields in the Background and the Team Definition tab have been
completed, click on the Next button at the upper left of the frame. If any required fields have
not been completed the Next button will not be enabled.
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The last screen of the project creation process is displayed and the user is allowed to return to
previous tasks in the process, if needed. As noted before the Previous button can be clicked
or the task links at the top left of the frame can be clicked.

Project Editor ¥

Project Tasks Background / Team Definition Confirm

| Save || Pravious || Cancel |

Ready to save changes?

| Save || Previous || Cancel |

Fugure 3.18
If a problem has been discovered during the project creation process and the project needs to
be removed, click on the Cancel button. During the project editing process, clicking the
Cancel button will not save any changes that have been made. This is true at any point in the
project creation and editing processes.
If all of the needed information has been entered, the project can be saved by clicking on the
Save button.
Upon saving the project, the frame will show that the project has been saved and all of the
task links at the top left of the frame are removed. Clicking on the Ok button will return the
user back to the Project Editor Widget initial screen, allowing for the creation or editing of a

project.

PrﬂjEd: Edi'l.ﬂr kL Project Tasks Eackgruuefnition Confirm / Complete

New project successfully created.

Saving. ..
Lok
Figure 3.19

Once a project has been saved during the project creation process you may find it by
collapsing the Project Editor and going to your Favorites Widget on the main screen.

Name & Title Creator
@ DOI-BELM-AK-ADDD-20... MameHeare mmulds
Figure 3.20

3.4 Locating a Project in D2

There are two methods of locating projects in D2; via the Favorites Widget and the ePlanning
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Project Cabinet folder in the Repository browser Widget.

Repository browser ¥

4 = ePlanning Test DCTM 7.2 =
4 Asset Library

¢ [E] Cabinet Dod 5015 Chz

13 d2_epl_editor

[ Dustin_Records_Cabing

4 eplanning_test
4 HPLoadRunner
[
[

ilmnrsrvepldap
=] mikew -

Name « Title

i DOI-BLM-CO-F060-20... DNAApril 13 % i
Asset Library

d2_epl_editor

Environmental Impac...

Figure 3.21

The Favorites Widget list will show any projects, among other objects, that either the user has
created or has been selected for the Favorites list. This could occur when a user is added to a
project team or the user navigated to the project and the select the Add to Favorites option
from the context menu when right clicking on the project id number.

Clicking on the project from the Favorites Widget will result project information being
displayed in the Document list Widget, including documents and other associated objects.

@@ DOLBLL ™ Enter your search terms... |>< i [fl

E ePlanning Training 7.2 = ePlanning Projects Cabinet >

Name « Title Creatc

B Activity Application ilmnrs

B Administration and M... ilmnrs

7 At BB Approval Letter-Perm. .. ilmnrs

> I Adm Bl AR Index Administrative Record Index  ilmnrs

> I Appr | ARF Form ilmnrs

> MEARI, BB Authorization ilmnrs

g | CX Document ilmnrs

Eavorites ¥ BB Decision Record Mem... ilmnrs

Name « mGs ilmnrs

_ B Project Configuration Project Configuration ilmnrs

flm DOI-BLIM-AK-A000-2017-0108-CX 8 Project Site Assets fimnrs
Figure 3.22

The second method of locating a project in D2 is via the Repository browser and the
ePlanning Projects Cabinet folder listed within.
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To locate a project in the ePlanning Projects Cabinet folder, expand by clicking the arrow
next to each of the following nodes:

° ePlanning Projects Cabinet>> DOI>> BLM>> State Projects
° Continue down to the state>> office>> year>> project type.

I 5] d2_epl_editor
[ Dustin_Records_Cabinet
4 ePlanning Projects Cabinet
4 @mool
4 @@ELM
I~ [l Centers
I [ Mational Projects
4 [ State Projects
b AK
r lAZ
b CA
4 imco
4 [ Front Range DO
4 [l Del Norte FO
= MEIS
I [l LUP
4 [ MEFA
- 2012
I [l 2014
- 2015
2 | 2015
I [ CX
4 [ DNA

i» [l Project Configuration !

Figure 3.23

Left clicking on a folder, (for example, click on the DOI folder) will display the contents of
the folder in the Document list Widget frame.

Hepositnnkhmwser v Document list ¥
b [5] d2_epl editor - |Enl:er';::nur search terms... |>‘ Ll s [f]

[ Dustin_Records_Cabinet
4 ePlanning Projects Cabinet

E ePlanning Test DCTM 7.2 = ePlanning Projects Cabinet = moo

Name « Title Status
+ mmELm mELM
I [l Centers
i [l Mational Projects
4 [ State Projects
Figure 3.24

To create a shortcut to a project under the Favorites Widget check the is Add Project to
Team Members “Favorites” box located on the Team Definition tab, as demonstrated
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below, or select the Add to favorites menu option after right clicking on the project id in the

Document list Widget.

Project Tasks / Background

| Mext || Previous || Cancel |

Team Definition

Team Definition: requires active user(s) in Team Lead and Public Affairs roles

Michael S Mulder @ | # || %

Michael_Mulder@blm.gov / (303) 236-6370

Foles: Team Lead, Fublic Affairs

Erik M Ringenberg @  » | %
eringenberg@bim.gov / (303) 236-4031

Roles: Editor
Disciplines: Air Quality

¥ Add to each user's list of 'Favorites'?

To add the project to the Favorites Widget list, first locate the project in the ePlanning

Figure 3.25

Planning Projects folder. Be sure to click on the Project Type folder (in this example: DNA)

so that the project is listed in the Documents list Widget. Right click on the project in the

Documents List Widget that you would like to shortcut to the Favorites Widget list and select
Add to favorites from the drop down menu.

Repository browser ¥

2012
- il 2014
& [l 2015
< @ 2015

> CX

> EEA

> 2017

Name 4«
Asset Library
dz_epl_editor

[l Environmental Impact Statement....

Title

-

« [l DOI-BLM-CO-FOE0-2016-C
= |l Project Configuration

Enter Yyour search terms...

E ePlanning Test DCTM 7.2 = ePlanning Projec

Name «

Title
Convert to virtual document
Copy Cirl+C
Locate
Hyperlink... 4
Lifecycle... 4
Send to workflow... 3
Mass update... 4
Properties...

Figure 3.26

Over time, a large number of projects might populate the Favorites Widget list. Unsubscribe
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from projects to minimize the number of projects that are listed under the Favorites Widget
list. Remove an item by right clicking on the object in the list and select the Remove from
favorites option from the context sensitive menu. Removing a project from the Favorites
Widget list does not delete the project, the project will always reside in the ePlanning
Planning Projects folder.

Favorites ¥
Name Title
DOI-BLM-CO-Fo60-2016-0005-DNA ~ DNA April 13
Asset Library Convert to virtual document
d2_epl_editor

Copy Ctrl+C
Environmental Im .

Hyperlink...

Lifecycle...

Subject Send to workflow...

Mass update...

Properties...

Figure 3.27
3.5 Editing Project Information in D2

To edit project information in D2 locate the project, either in the ePlanning Projects Cabinet
folder or the Favorites Widget list. Open or click on the Project Editor Widget and then click
on the Edit Project button.

Repository browser ¥ Project Editor ¥

I Cabinet Dod 5015 Ch2
[ d2_epl_editor
[ Dustin_Records_Cabinet

= ) h ) )
‘ ePlanning Projects Cabinet Create Create a new project. User must be a
- Dol
= Project member of a group allowed to create

< fmeLM :
new projects.

Project Tasks

- @l Centers
B Mational Projects - . .
i National Projec Edit Edit properties of the selected project.
4 [ State Projects i
Projec User must be a member of a group
b AK - ) .
. R allowed to edit project metadata.
Name « Title H

Asset Library
d2_epl_editor

Environmental Impact Statement....

Figure 3.28

Any of the information fields in the Project Editor Widget can be changed or updated at any
time. As the project moves through the NEPA process, come back into D2 and update the
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information as needed to keep the project information relevant and up-to-date. Please see the
previous sections in this chapter on editing information in the Create Project section. Do not
forget to update your project status as you edit information on your project. From this widget
any of the information fields in any of the project tasks can be changed or updated with the
exception of changing the project type.

To preserve the numbering sequence within D2, ePlanning users are not able to Delete
projects. To request a project be deleted, submit a Remedy Ticket.




Chapter 4. Assigning Tasks

4.1. Introduction

In this chapter you will become familiar with the assigning tasks function. At this point, you
have created the project and team members have been assigned to the overall project. Before
the Interdisciplinary Team (IDT) members can actually jump in and start working, the next
steps in the process are to assign specific sections of the documents to the team members.

4.1.1. Objectives

This chapter will show you how to assign tasks in ePlanning. Upon completion of this chapter,
you will be able to do the following:

e Explain some new terms

Explain the basic ideas behind Virtual Documents

Assign Authoring Tasks to IDT members

Navigate and complete sections you have been assigned

Edit a document or section of a document

Check In a document or document section

Copy a template from the Asset Library

4.1.2. New Terms

Edit: Checks out and locks the selected document and related descendents, or subsections out
of the content management system, and opens the document for editing.

Check In: Uploads the selected document and subsections back into the repository and
unlocks them so that other users can edit them. If you do not check in a document, your
changes will not be recorded in the repository and other users will be unable to make edits to
your.

Cancel Checkout: Releases the lock on a document and cancels the checkout without
uploading any edits or changes that may have been made to the document in the user's
Checkout folder. Added or changed information will be lost.

4.2. Overview on Virtual Documents

A Virtual Document is a document that includes one or more components structured in an
outline format. A component may be another virtual document or a simple document. Virtual
documents can have any number of components nested as far as you want it to go.These
documents are automatically generated when you download your templates.



A virtual document allows multiple contributors to add and modify content belonging to a
single, larger document structure. One of the main benefits of virtual documents is the

advantage of content re-use.

An example of a virtual EA document is shown below:

Document list ¥

| Enter Your search terms...

EeF’lanm’ngTraining?.z = ePlanning Projects Cabinet = Mmoo - e - A

Hame

Environmental Assessment

m Environmental Assessment --
m Environmental Assessment --
Environmental Assessment -
Environmental Assessment -
m Environmental Assessment --

ﬁ Environmental Assessment --

- Cover and TOC
Chapter 1
Chapter 2
Chapter 3
Chapter &4
Chapter 5
Chapter &

Figure 4.1

4.3 Assigning Authoring Tasks

Here are the step-by-step directions for assigning sections of a document to your team:
Navigate to the project’s virtual document and document sections.
Right-Click on the document section you want to assign and click on “Send mail...”

1.
2.

Name

Environmental Assessment -

Environmental Assezsment
Environmental Assessment
Environmental Assessment
Environmental Assessment

Environmental Asseszsment

Coverand TOC

View
View through C2
Edit

Convert to virtual document

Locate
Add comment...

Add to favorites

Hyperlink...
Figure 4.2

Title

Cover and Table of Contents
Introduction

Proposed Action and Alter...
Affected Environment
Environmental Effects
Tribes, Individuals, Organiz..

List of Preparers

Title

Cover and Table of Contents

Ctrl+X
Cirl+C

» onment

3

uals, Organiz...
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3. Anemail assignment screen will appear. Click on the . .. next to the “to:” box.
L
Email

To:*

Subject:*

Message:*gl A A B 7 U |E=E= §:§:|_§"|éva'_’7v

Environmental Assessment -- Chapter 1
https://ilmocoplap6107 blm. doinet:8443/D2/7
docbase=eplanmning_proddzlocateld=090003e880833de3

| cancel |
Figure 4.3

4.  Enter the first name of the person you wish to assign the task to. A name menu will appear
where you can select the name as you typing. Once the name appears click on the name and then click

on over arrow to send it to the Selection list. Add as many team members as needed by repeating the
process. Click OK when complete.

Add Users and Groups Add Users and Groups
Source: Sourge! Selection:
michaslsm ¥ q@?ﬁi""ﬁIIZZZZZIIIEL
Michael 5 Mulder (Michael_Mulder@b... Erik Ringenberg (eringenberg@blm... Michael § Mulder (Michael_Mulder@b...
Figure 4.4
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5. Enter the subject and any message you want to include with your task assignment and then
click the Send button.

Email

To:* Michael S Mulder (Michael_Mulder@blm.gov]

Subject:* | Task Assignment

Message:* 2 | TIA A B I U=

[T

S l@ 1A Y-

Environmental Assessment -- Chapter 1
https://1lmocoplap6107 blm.doi.net:8443/D2/7
docbase=eplanning_prod&locateld=020003880833de3

Figure 4.5
6.  The person assigned the task will receive an email.When they click the link, they will
log into D2 and be taken directly to their assigned task.

Task Assignment Inbox  x

‘ Michael § Mulder
to Michael_Mulder [~

Environmental Assessment -- Chapter 1
https:ifilmocoplapB107 blm.doi.net:2443/D2/?dochase=eplanning_prod&locateld=090003380833de3

Figure 4.6

4.4 Navigate To and Completing Task Assignments

Task Assignments are sent to members via email. Your emailed assignment will look something like
example:

COMPOSE ~ Unread
Inbox Woohoo! You'
Sent Mail
Drafts ~ Everything else
All Mail Michael S Mulder Task Assignment - Environmental Assessment -- Chapter 1 htips

Cemmimm
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Figure 4.7

When you open the email you will see a link that will take you to the login screen and then
take you directly to your assignment in D2 after you sign in.

Task Assignment Inbox %
. Michael S Mulder
to Michael_Mulder |~ /

Environmental Assessment - Chapter 1
https:/filmocoplapB107 blm.doi.net.8443/02/?dochase=eplanning_prod&locateld=0900032880833de3

Figure 4.8

44.1. Opening and Completing Assigned Tasks

After you sign in you will be taken to your assignment in the Document list.

Document list ¥

-

| EH?E"':."CLII' Searchn ten

EePlanningTraining?.E = ePlanning Projects Cabinet = Mmoo - meLy - s

Name & Title
Environmental Assessment - Cover and TQC Cover and Table of Contents
Environmental Assessment - Chapter 2 Proposed Action and Alter...
Environmental Assessment - Chapter 3 Affected Environment
Environmental Assessment - Chapter 4 Environmental Effects
Environmental Assessment -- Chapter 5 Tribes, Individuals, Organiz...
Environmental Assessment - Chapter 6 List of Preparers

Figure 4.9

Right click on the document segment and select edit to open it for editing.
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| Enter your search terms...

E ePlanning Training 7.2 = ePlanning Projects Cabinet = Mmoo - e - IR

Name Title
Environmental Assessment - Cover and TOC Cover and Table of Contents

View
View through C2 b [

Convert to virtual document

@ Environmentsa roposed Action and Alter...

ffected Environment

Environmenta

Environmenta nvironmental Effects

ﬁ Environmenta ribes, Individuals, Organiz...

Environmenta ist of Preparers

Figure 4.10

A Green Padlock will appear next to your document segment and your document segment
will appear at the bottom left of the screen. Your document is now officially locked and
checked out. Nobody may edit your document segment until you do a check in. Open your
document segment by clicking on docx block.

|Enter\;ou|‘ search terms... Subject

EEPlanningTralmngT.Z = ePlanning Projects Cabinet > [ LI |

Name » Title
Environmental Assessment - Cover and TOC Cover and Table of
m Environmental Assessment -- Chapter 2 Proposed Actiona -
m Environmental Assessment —- Chapter 3 Affected Environm 4
i - Envi tal Eff 2
M Environmental Assessment - Chapter 4 nvironmental htpas/imocop0aINGT.bim doincta4e3/00/%
m Environmental Assessment -- Chapter 5 Tribes, Individuals
[ Environmental Assessment - Chapter 6 List of Preparers Environmental As...docx

Figure 4.11

Your document segment will open in Word. Complete your sections and save the document
segment to your computer or desktop.

4BBC AABDC AsBBC AaBBC AaBbC Asmbe Al

1. [Introduction
1.1. [dentifying Information:

1.1.1. [Title, EA number, and type of project:
1.1.2. [Location of Praposed Aciion?
T —

Figure 4.12
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Once you save your document segment close out of it.

To check in your document go back to your document list and right click on the document you
locked out and select Check in...

| EI'IE-E"';.":ILII' S24rcn terms...

EEF’lanningTraining?.Z = ePlanning Projects Cabinet = Mmoo - ey = B State Frojects

Name « Title Creator Mam
Environmental Assessment - Cover and TOC Cover and Table of Contents  ilmnrsrvepld
[ Environmental Assessment ~Chopter 1 Introduction  ilmnesrveple
E Environmental Assessment View on and Alter...  ilmnrsrvepld

ﬁ Environmental Assessment View through C2 } onment Michael 5 My

E Environmental Assessment Edit | Effects ilmnrsrvepld

@ Environmental Assessment Convert to virtual d fent vals, Organiz... ilmnrsrvepld

ﬁ Environmental Assessment rs ilmnrsrvepld

Cancel checkout

Figure 4.13

The check in screen will activate. Select the Options tab and then click the ... next to the
Check-in from file box, then select your document segment and click Open and click OK.
Note: your fields will autofill, do not make any changes.

@ Open %
Check-In 4 B> ThisPC > Deskiop w| O | Search Desktop »
Organize » New folder = ™ @
= <1 (\ELMDOLNETDF A Mam Date modified
Genersl  Options = sLUNELMDOLNENDE ) cplanngy User Manual June 22, 2017 7 0
= mmulder (\l 3 - Chapter 1 (2) 5
Checkein from filec* . = 52 (\BLMDOLNET\DF [ Chep_chedaily-2 1A
eckin from file. = all (\BLM.DOLNET\DF 2 NOS Adiudicator Review Scrint 7.5.17 T3 A Y
v <
. v
Open

Figure 4.14

You will see a brief transfer message flash on the screen and the green padlock will disappear.
Your document is now checked back in.
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Document list ¥

| Enter your search terms...

EePlanningTrammg?z = ePlanning Projects Cabinet > oo - Mewm - s

Name Title

Environmental Assessment - Cover and TOC Cover and Table of Contents
m Environmental Assessment -- Chapter 2 Proposed Action and Alter...
[ Environmental Assessment - Chapter 3 Affected Environment

m Environmental Assessment -- Chapter 4 Environmental Effects

[® Environmental Assessment - Chapter 5 Tribes, Individuals, Organiz...
m Environmental Aszessment - Chapter 8 List of Preparers

Figure 4.15

4.6.1. Copying and Pasting a Template from the Asset Library

You may have not loaded all the templates you need for your project. The Asset Library is a
cabinet located in the ePlanning system that is used to store document templates. From the
library you may copy and paste templates into your document folders.

Here are the step-by-step directions for copying a template into your project folder:

1. Inthe Repository browser, expand the following folders: Asset Library /Document
Templates / Standard Word Templates.

2.  Click on the folder that contains the template you need and the contents will be displayed in
the document list.

Repository browser ¥ Document list ¥

4 EePlanningTraining 7.2 -
4 Asset Library
I [l Configuration

| Enter Your searcn terms...

E ePlanning Training 7.2 = |&] Asset Library = -Document_emplates =M

Name « Title
Categorical Exclusion

I [ Cooperating Agencies
4 [ Document Templates
I [ Standard Templates
4 [ standard Word Templat
o AMS

Categorical Exclusion Rational
Decision Record

b @ DNA
b MEEA
b BEEIS
b @ FONSI
. Figure 4.16

3. Navigate to the location of the NEPA document template and right click on the document
and click copy.
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Document list ¥

| Enter your search terms...

E ePlanning Training 7.2 = Asset Library = [ | Document Temp

Name « Title
m Categorical Exclusion

m Categorical Exclusion Rational

View

View through C2

Edit

Convert to virtual document

Cut Ctri+X

Figure 4.17

4. Navigate to your Favorites and select your project. Now click on your project folder
to reveal your folders and locate the folder in the Documents list where you want to paste
your template. In this case the Decision Record Memorandum folder.

Repository browser ¥ Document list ¥

I -DOI—BLI\ - |Enl:er::9u|' search terms...

& [ DOI-BLL = cPlanning Training 7.2 = [B] ePlanning Projects Cabinet > M@ DOI > B@BLM =
[+ -

MDOBLh g e Title
> [ DOI-BL: Il Activity Application

© __ DOL-BLMRS

. ) B Administration and Management

BB Approval Letter-Permit Document

B AR Index Administrative Record Ind
Name = Bm ARF Form

i DOI-BLM-AK-ADOD-2017-0107-CX BB Authorization

IO = o
m DOI-BLM-CA-C060-2017-0001-EA N Decision Record Memorandum
m DOI-BLM-CA-N020-2017-0001-0THER_NEPA mGis
B DOI-BLM-CA-N0O20-2017-0006-EA Bl Project Configuration Project Configuration
@ DOI-BLM-CO-0000-2015-0022-EA B Project Site Assets

Figure 4.18
5. Right click on the folder where you want your document and select Paste and your

document template is now located inside your folder when you open it in your Document list.

BB C¥ Document
MmcGis Convert to virtual document |En':er§.f:n.|r search terms...
B Froject Confi ChridX Planning Training 7.2 = ePlanning Projects C
B Project Sits A
Copy Ctrl+C Name .

Decision Record

Figure 4.19

Now your document template is ready for use.
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Chapter 5. Documents in D2

5.1 Introduction

When a team lead has completed the project setup and sent task assignments, the next step of
the ePlanning process will be completing the documents for review. After review a website
can be created to display the project for public viewing. This chapter will show you how to
add your document(s) to your project folder for review and create document builds that are
508 compliant.

5.1.1 Objectives

Upon completion of this chapter, you will be able to:
e Prepare a document for review.
e Add additional documents and file folders to your project folder.

5.2 Prepare a Document for Review

Now that you know how to open a template for editing here are some ways you as a team lead
can prepare your document for review.

1. Turn on track changes in the template. The reviewer will need an ePlanning account for
this option.

Mailings View ACROBAT 2 Tell me what you want to do...
|(-_| |-)_| #J Ink Comment E‘_}h i Al Markup -
: B Show Markup -
lete Previous Mext T
i Changes ~ Reviewing Pane -
Comments F} Track Changes 1

E; Lock Tracking

2. Create a PDF copy of your document and enable it for editing. You can then save it to
your desktop and email it. No need for an ePlanning account.

Figure 5.1
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"L Decision Record (2).pdf - Adobe Acrobat Reader DC
File Edit Window Help

Rotate View 3 E BEd Q
Page Navigation 4

Page Display 4

Zoom 4

Tools Open Comment 3
Show/t Learn More Fill & Sign 4

[ - T
Figure 5.2

3. Add the person reviewing your document to your project as a reviewer and email the

document link to them (see chapter 2). They will need an ePlanning account for this option.

- - - - N ~ N
== =Planning Training 7.2 = ePlanning Projects Cabinet = [ |

Name « Title
View
View through C2 4
Edit
Convert to virtual document
Cut Chri+X
Copy Ctrl+C
Locate
Add comment...
Add to favorites

Figure 5.3

4.  Save your document as a Word document to your computer and send it to the reviewer
or share it to a specific drive for editing. The reviewers will not need an ePlanning account for
this option.

These are several ways you can send your document for review. Remember to save a copy of
the review documents in your project folder for your administrative record.

5.3 Add Other Documents and File Folders

There are times when you will need to add or save other documents such as memorandums,
emails, maps, meeting notes, press releases or other important documents you want to post to
the public or support the decision.
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5.3.1 Adding Documents

One of the easiest ways is to simply click and drag your document to the project folder. Open
the file folder to reveal what is inside it in this case, a blank file. Then open your File Explorer
and click and drag whatever documents into the Document list area.

|E"'_E'_3. search terms...
EePLann'ngTraini"g?.Z > [&] ePlanning Projects Cabinet = mpoi - MELY - I
N Titl [ This PC "
ames = p-| ePlanning User Manual
I Desktop =
. m Decision Record (3)
4 I__I UL UTTICTTL. T
Decision Record (3
* Downloads m @)
J’ Mhusic a | Decision Record (2)
Figure 5.4

You may also add a document to your file folder by clicking the import function at the upper
left cornor of you screen. Start by selecting the file folder you want to import the document(s)
to and then click on IMPORT function.

OTHER LINKS D2Y

> [ DOI-BLhL « nter your search terms...
> [l DOI-BLI
DOBL

> [l Activ
- Adm -

b

tivity Application

BB Approval Letter-Permit Document
B AR Index A
Figure 5.5

Favorites ¥

Select File... and then start completing the required information in the Import File screens.
In the Select files screen click on the ... to import your documents. Complete the remaining
screens by accepting defaults and clicking the Next button until your document is transferred
into your project folder.
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Import File

Select files Files to import:*

—
Fill creation profile
Edit properties
Linked document
Selected file format: * Il
Same creation profile and properties for all files

5.3.2 Adding File Folders

You may add a file folder to your project by clicking on your project folder in Favorites and
then click on NEW in the upper left hand side of your screen.

D2Y B{CK OFFICE

-

tempproj_20093873011
DNA

Name «

B DO-BLM-AK-AD00-2017-0107-CX
| DOlBLMAkAcozorTolsCt

m DOI-BLM-CA-C0B0-2017-0001-EA

| DCI-BLM-CA-M020-2017-0001-0THER_NEPA
B COI-BLM-CA-M020-2017-0008-EA

i DOI-BLM-CQ-0000-2015-0022-EA

m DOI-BLM-C0-0000-2017-0002-CX

i DCI-BLM-CO-0000-2017-0017-EA =

FRONT OFFICE

OTHER LINKS =

Document list ¥

Name =

- . . . : . -
== cPlanning Training 7.2 = ePlanning Projects Cabinet = oo - ey - s

Title
Bl Activity Application

B Administration and Management
BB Approval Letter-Permit Document
B AR Index

| ARF Form

B Authorization

B CX Dacument

Administrative Record Index

B Cecision Record Memerandum
fmcis

Bl Project Configuration

Bl Project Site Assets

Project Configuration

Figure 5.7
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Select Folder from the drop down list. Click OK for Folder (dm_folder), the default. Give
your File folder a name in the properties screen and click OK.

D2 4+ NEW ¥ 1 IMPOR Properties of

Content...
pov (G ‘ Lt
Mame:*
User... l Title:

Figure 5.6

Your folder will appear on the Document List with your other folders in alphabetical order.

B CX Document

B Decision Record Memorandum

il Gis
—p [l Mew Folder Name
B Froject Configuration Project Cc
B Project Site Assets
Figure 5.7

You will notice that there are several folders already created for your use. You may use these
folders to start a library for your project. You may add a folder for emails or special meetings
to store documents for future preservation. You must not delete any folders that the system
creates automatically for you.
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Chapter 6. Builds and PDF 508
Compliance

6.1. Introduction
The building of a virtual document results in the creation of a PDF file that can then be
printed or uploaded to Back Office as part of the applicable project.

6.1.10Dbjectives

Upon completion of this chapter, you will be able to do the following:
° Generate D2 Build (building of a virtual document)

° Convert to Virtual Document

° Check your document for 508 compliance accessibility

6.2. Generate D2 Build

The building of a virtual document results in the creation of a PDF file that can then be
printed or uploaded to Back Office as part of the applicable project.

6.2.1 The process of building a virtual document is as follows:
1. Navigate to the parent document via Repository browser and Document list widgets
2. Right click on the parent document in the Document list and select the Send to
workflow option and then select the Generate D2 (see below)

= EPLANNING TRAINING 7.2
D2V BACK OFFICE FRONT OFFICE CARA OTHER LINKS @
Document list ¥
Enter your search terms xle| 2 =
== Planning Training 7.2 > ePlanning Projects Cabinet > DOl > BB ELM > B State Projects > I CO > @l Scuthwest DO > Il Canyen of the Ancients MMON > BB NEPA >
Name Title « Creator Name EPL Status Modified
ER CANM Brochure.pdf (0.1 Brochure Sheila Douglas 6 5ep 2017 11:29:08
& BswI RMP Iy View Mewsletter Sheila Douglas 28 Aug 2017 020433
& BswI RMP Iy View through €2 p | Mewsletter Sheila Douglas 24 Aug 2017 11:18:45
& BswI RMP Iy Edit Mewsletter Sheila Douglas 24 Aug 2017 11:12:08
& BswWI RMPN Convert to virtual document. MNewsletter Sheila Douglas 24 Aug 2017 11:19:17
Cut Chri+x
Copy Cirl+C
Locate
Add comment...
Add es
Sen. il...
Hyp k... >
Lifecycle... >
Distribution... 3
Delete... Del
Mass updat 3
Properties.,
Displaying1-6ofe&

Figure 6.2.1-0-1

pg. 48



3. A Planning / Sending of workflow screen is displayed. Notification text can be
entered, along with adding attachments to the notification and Planning and Follow-up dates

can be entered.

Planning [ Sending of workflow

Workflow template: Generate D2 Build

Motification for all of the recipients:

MName: Generate D2 Build Mar 10, 2017

Figure 6.2.1-2
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Planning [ Sending of workflow

Workflow template: Generate D2 Build

Name: |Generate D2 Build Mar 10, 2017

Notifications | Attachments | Planning and Follow-up

Workflow documents:  Environmental Assessment - Doc Top.docx

Attachments:

[T

[T

“send | cancet

Figure 6.2.1-3
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Planning [ Sending of workflow

Workflow template: Generate D2 Build

Mame: Generate D2 Build Mar 10, 2017

Motifications Attachments ! Planni{%and Follow-up

Planning

Automatic launch on: MM/ DDAYYYY 3

Send notification when the workflow is started:
Follow-up

Send notification if the workflow is not ended by: | MM/DD/YYYY 3

send
Figure 6.2.1-4
4. Click on the Send button. The window will grey and a spinning wheel will display for

a bit while the document is being loaded for processing.
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Figure 6.2.1-5

5. When finished, a notification window will be displayed and click on the OK button.

Content sent

The content has been sent into
workflow.

| ok |

Figure 6.2.1-6

6. The document will build in the background. The finished PDF document will be
placed in the same folder as the parent document.
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o The Document list will not auto-update while the document builds so it will be
necessary to select the Refresh option from the Document list drop down menu.

Documentlist ¥
Columns... -

| Enter your search

- Export to Excel
== ePlanning Trai d

MName

O - b
1

Environmen Switch widget

Figure 6.2.1-7
o If the document continues to be build you may see the final document listed with a
gray icon to the left.
7. When the build process is complete a final document will be seen in the folder with a

red PDF icon to the left of the document. In addition, a date and time stamp is added to the
filename. This allows multiple builds of the same document as needed.

Dncumeﬁt list ¥

| Enter your search terms...

EEPlanningTraining 7.2 = dZ_epl_admin = M8 TcL EA Virtual Document

Name = Tit
n Environmental Assessment - Doc Top 2017-03-10 14-22.docx

a B Environmental Assessment - Doc Top.docx
m Environmental Assessment- Section 1.docx
m Environmental Assessment- Section 2.docx
m Environmental Assessment- Section 3.docx
m Environmental Assessment- Section 4.docx
m Environmental Assessment- Section 5.docx
m Environmental Assessment- Section 6.docx
m Environmental Assessment- Section T.docx

Figure 6.2.1-8

8. Double clicking on the final document will result in the PDF document being
displayed in the default PDF viewer. The document is now ready to upload into Back Office if
required.
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6.3. Convert to Virtual Document

6.3.1 Step to Convert a Document to a Virtual Document

1. Make sure the Virtual Document widget is active. It is best to have this available in

the right pane of the D2 workspace

2. Right click on the Parent document in the Document list widget and select Convert to

virtual document option

Document list ¥

|E"t:—r}--)t.riea-'d‘te""s... View |>‘ L ,@ |.0‘|
= cPlanning Training 7.2 > View through C2 » locument Mame
MName = Edit Status Modified
F_
Enviranmental Assessmen Marg,201°
Cut Ctri+X
Environmental Assessmen Marg, 2017
Copy ctrl+C
Enviranmental Aszessmen - L Mar 9,201
Environmental Assessmen| :._ _. ) . Marg, 201"
Environmental Assessmen . Mar 9,201
Environmental Assessmen|  -0¢3t Mar8,201]
Environmental Assessmen Add comment... Mar9,201'l
' Figure 6.3.1-1
3. The parent document icon will change to an orange background with a white
document symbol in the middle
4. Right click on the parent document again and select Display Virtual Document
View
View through C2 b
Edit ! !
Cut Ctrl+X
Copy Ctrl+C
Figure 6.3.1-2
5. The Virtual Document widget will display the parent document
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I Il]_n vio

MName Title Status

Environmental Assessme

Figure 6.3.1-3

6. To add a child document, click on a child document in the Document list widget and
drag it to the Parent document in the Virtual Document widget and let go of the mouse button

Document list ¥ Virtual document ¥

|Ente| your search terms... |x ] III | | 1o w0
E ePlanning Training 7.2 > d2_epl_admin > 8 TcL EA virtual Document Name Title Status
Name o Title Status Modified ._.-..m EL

B Environmental Assessment - Doc Top.docx Marg,201°

\1' :‘2 Environmental Assessment- Section 1.docx

Environmental Assessment- Section 2.docx Marg, 2017
Environmental Assessment- Section 3.docx Marg, 201
Environmental Assessment- Section 4.docx Marg, 201
] Environmental Assessment- Section 5.docx Mar9, 201
Environmental Assessment- Section 6.docx Marg, 201
Marg, 201’I

Environmental Assessment.docx

Figure 6.3.1-4

7. The Virtual Document widget will now show the Parent document and a child
document, indented, on the next line

I | Lo w0

Name || ¥itle
a Environmental Assessment - Doc Top.docx

m Environmental Assessment- Section L.docx

Figure 6.3.1-5

8. To add multiple child documents, select the desired documents and drag them onto the
Parent document
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Document list ¥ Virtual document ¥
|Ente| your search terms... |X L8 [’] | | g vio
E ePlanning Training 7.2 = d2_epl_admin * I TcL EA virtual Document Name Title

Name « Title Status Modified

a Environmental Asse&sment- Doc Top.docx
8 [ Environmental Assessment - Doc Top.docx Mar9, 201 Environmenta i

M Environmental Assessment- Section L.docx Marg,201°

B Environmental Assessment.docx Mar9,201'=

Figure 6.3.1-6

9. The Virtual Document widget will show all of the child documents below the parent
document and below any existing child documents

Virtual document ¥

| o V10

Mame Title

1] Environmental Assessment - Doc Top.docx

Environmental Assessment- Section 1.docx
1 Environmental Assessment- Section 2.docx
14 Environmental Assessment- Section 3.docx
1 Environmental Assessment- Section 4.docx
1 Environmental Assessment- Section S.docx

Environmental Assessment- Section 6.docx

Figure 6.3.1-7

10.  The last step is to check in the parent document from the Virtual Document widget by
right clicking on the document and selecting Check In. The need for this is indicated by the
padlock symbol to the left of the Parent document in the Virtual Document widget.

DO NOT do this from the Document list widget as this is not a situation where the contents of
the document is being changed and checked in. This is only saving the Virtual Document
setup, which is done via the Virtual Document widget Check In option.

When the process is complete, the padlock symbol will disappear from the Parent document.
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FHEIQ G I ve@

Mame Title

Cancel checkout

4.docx
Add child... S.docx
Insert inherited component... f.docx

Properties...

Figure 6.3-1-8

6.3.2 Adding a New Child Document
The steps to adding a child document to an existing virtual document are:

1. Create the child document as was described previously. Usually it is a matter of adding a
section or chapter to a complete document, selecting the new text and pasting into a blank
Word document and saving that new document in the same folder as the other Word segments
for that document.

2. Import the new segment document into the D2 folder where the parent and child
documents reside.

Document list ¥

|Enteryour:—.earc}" terms... |x § o) 4{3 Iﬁl

EEPlanningTraining 7.2 = d2_epl_admin = Ml TcL EA Virtual Document

MName « Title Status Maodified

8 [ Environmental Assessment - Doc Top.docx Mar9,201°
Environmental Assessment- Section 1.docx Marg, 201"
Environmental Assessment- Section 2.docx Marg, 201
Environmental Assessment- Section 3.docx Marg, 201
Environmental Assessment- Section 4.docx Marg, 201
Environmental Assessment- Section S5.docx Marg, 201
Environmental Assessment- Section 6.docx Marg, 2017
|

Figure 6.3.2-1
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3. Make sure the Virtual Document widget is enabled and write click on the parent document
and Display the Virtual Document

4. Click on the new segment document and drag the document onto the Parent document in
the Virtual Document widget

Document list ¥ Virtual document ¥

|E-':5| your search terms... |x £ Q |"| | |1|.u vio

E ePlanning Training 7.2 = d2_epl_admin = B TcL EA Virtual Document MName Title

Name - Title Status Modified @ Y Envirorynental Assessment - Doc Top.docx

& [ Environmental Assessment - Doc Top.docx Mar 8,201 @ en i neneiah Aessasmests Sedionsdefask 7.docx
Environmental Assessment- Section 1.docx Mar g, 201" m Environmental Assessment- Section 2.dacx
Enviranmental Assessment- Section 2.docx Mar g, 201" m Environmental Assessment- Section 3.docx

m Environmental Assessment- Section 4.docx

Environmental Assessment- Section 3.docx Mar g, 2017
] m Environmental Assessment- Section 5.docx
Environmental Assessment- Section 4.docx Marg, 201
m Environmental Assessment- Section 6.docx
Environmental Assessment- Section 5.docx Marg, 2017
Environmental Assessment- Section 6.docx Marg, 201‘I
w Environmental Assessment- Section 7.docx Mar 9,201
Figure 6.3.2-9

5. The new child document will now be displayed under the Parent document and after any
existing child documents

| |10 V10
Mame Title
(] Environmental Assessment - Doc Top.docx

m Environmental Assessment- Section 1.docx

m Environmental Assessment- Section 2.docx

m Environmental Assessment- Section 3.docx

m Environmental Assessment- Section 4.docx

m Environmental Assessment- Section 5.docx

m Environmental Assessment- Section 6.docx

m Environmental &s&essme nt- Section 7.docx

Figure 6.3.2-10

6. The virtual document will need to be checked in from within the Virtual Document
widget in order to save the virtual document setup.

Right click on the parent document and select the Check In option. Once the process is
complete, the padlock will disappear from the parent document.

6.3.3 Removing a Child Document

To remove a child document from a virtual document take the following steps:
1. Make sure the Virtual Document widget is enabled
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4.

S.
6.

Navigate to the parent document folder
Right click on the Parent document and select Display Virtual Document
In the Virtual Document widget, select the document(s) that are to be removed

|°°|1m via
Mame Title
Environmental Assessment - Doc Top.docx

Environmental Assessment- Section 1.docx
Environmental Assessment- Section 2.docx
Environmental Assessment- Section 3.docx
Environmental Assessment- Section 4.docx
Environmental Assessment- Section 5.docx

Environmental Assessment- Section 6.docx

‘ View
Edit
Add child...
Convert to Virtual Document
Insert inherited component...

Set binding version...

| memevscompopent

Properties...

Right click on a selected document and select the Remove Component option
The selected document(s) are removed from the Virtual Document list under the

Parent document and a padlock symbol appears to the left of the parent document

7.

HEI | 1o w10

Name Title

a Environmental Assessment - Doc Top.docx
Environmental Assessment- Section 1.docx
Environmental Assessment- Section 2.docx

k Environmental Assessment- Section 3.docx

m Environmental Assessment- Section 4.docx
Environmental Assessment- Section 5.docx

Environmental Assessment- Section 6.docx

The parent document will have to be checked in within the Virtual Document widget

by right clicking on the Parent document and selecting the Check In option.

8.

When the process has completed the padlock will disappear from the parent document
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6.4. Making Documents 508 Compliant
508 compliance is more complex than this chapter can fully explain. It is important to know
who your 508 compliance officer is and follow your state’s and BLM’s guidance.

6.4.1 PDF (Adobe Acrobat Pro)
Follow these steps to help make your project’s build PDF 508 compliant:

1. Go to your project’s folder
2. Navigate to your build PDF, right click on the PDF and select edit
3. This will open your document in Adobe Pro 10 (check to be sure your language is set

to English by clicking on File in the main menu, Properties and then clicking on the
Advanced tab then click OK)

4. Click on View>Tools>Accessibility from the menu options, then under Accessibility
on the right side of your screen select Full Check and then click on the “Start Checking” and
“OK” button. Then select Add Tags to Document, and TouchUp Reading Order Click on
the “TouchUp Reading Order” box at the top and drag it out of your way so you can view your
document and the Accessibility Report

i! experiment 2.pdf - Adobe Acrobat Pro

Fle Edt | Wiew Window Help

Rotate Yiew 2
) or o M| @02k
Page Navigation ’
Voo | @[ )] B
| Zoom " P
L) |rR—2 Figre o alterate |
| Took Pages
|_|_| Comment b Coplent D
. ]
Share Forms I
@ showjHide y  Action Wizard i
Recognize Text ic
&' | Read Mode Chrl+H
Protection
[C) Ful Screen Mode CtriL
é;;, By Tracker...
Read Out Loud N
.:f:v‘_f Compare Documents. . .
» Figure missing
AltText on page
5. Your Accessibility Report will appear on the left hand side of your screen (see below

image)
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6. Now scroll down your Accessibility Report until you find your Detailed Report with
Errors, if you have no Accessibility errors your document is compliant.

7. To correct your errors simply click on the error link for each error in order. This will
take you to your error in your pdf document. Once you are taken to the figure that says “No
alternative text exists”, double click on the figure and click on the Figure button on the TouchUp
Reading Order menu box. Then right click on the figure and select “Edit Alternate Text”.

8. This will allow you add the alternate text necessary to make that portion of document
508 compliant. Type in your desired text and click OK. Repeat this process as often as

necessary.

9. Once all corrections have been made (or if you did not have any). Click the Close

Recognition Report

Accessibility

The checler found 4
Figure(s) wiich might
not be accessible
because they do not
contain either an AltText
or ActualTesxt string.

(How To Frzr AltText
Tagzing)

« Figure missing
AltText on page
1.

o Figure missing
AltTesxt on page
31

o Figure missing
AlTesxt on page
32

o Fimire missing
AlTesxt on page
39,

button on the TouchUp Reading Order menu.

10.  Toensure nothing was missed, go back and click on Full Check if you have no errors
come up then click Save and close out of the PDF document and Check In the document as
the next version, if you have more errors repeat these steps from the beginning

6.5 Word

Follow these steps to help make your project’s Word documents are 508 compliant:

1. Click on projects folder

2. Navigate to your Word document, right click on the document and select edit



Document list W

| Enter your search terms...

= ePlanning Training 7.2 = ePlanning Projects Cabinst = Mmoo -~ EReLm - B State Praoje

Mame Title -

& B Co-MatnlCon Wiew
B cAMM Brochl Wisww through C2 » |Brochure
E ESWI RMP Me Conwvert to virtual document M awsletter
B BsWI RMP MNe Cut Chrle Mewsletter
B BsWl RMP N Copy Cirlec Mewsletter
B ss5wWl RMPMe| . N Mewsletter

Locate

Add comment...
Add to favorites

Send mail...

Hyperlink... >
Lifecycle... »
Send to woarkflowe... [ 3
Distributicn... »
Delete... Del
3. This will download your document in Word (check to be sure your language is set to

English by clicking on File in the main menu, Options and then clicking on the Language tab

then click OK)

CO-NatnlC ationfrea (3) - Word

Inset  Design  Llayout  References  Mailings  Review  View Q Tell me... Douglas, 5... 2’_ Share

Q S Y, Cambria (Headings)  *|12 | = v iz inr EE p

3 B B e 0 B==c|t AaBbCcDc AaBbCeDe AaBbC g

Speak Pafte S A-W-pA-har KA D- 8 q TMNarrmal | TNo Spac.. Headingl |5 Ed't'”g

Speak Clipboard & Font [P Paragraph [P Styles [P A
L I"‘E"'I"'l"'l"'l"'l'"3‘"I"'4"'I‘"5"'I"'5"‘I"'?"'é"'

General e ‘
e ﬁ% Set the Office Language Preferences.

Display

Procfing Choose Editing Languages
- Save Add additional languages to edit your documents, The editing languages set language-specific features, including @
: dictionaries, grammar checking, and sorting

Language = : .
N iting Language IKeyboard Layout IProoﬂng {Spelling, Grammar...)

Advanced English (United States) <default> Enabled :'} Installed -
r; Customize Ribbon

Quick Access Toolbar
. Add-ins | [Add additional editing languages] v Adc
- Trust Center Let me know when I should download additional proofing tools.
Ll
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4. Click on File>Check for Issues>Check Accessibility

Info

CO-NatnlConservationArea (3)

C: » Users = sndouglas » Downloads

Protect Document

.49 Control what types of changes people
Protect can make to this document.
Document

.f@ Inspect Document
Eefore publishing this file, be aware
Check far that it contains:
Issues - Document properties and
= Inspect Document

Check the document for hidden properties
or personal information,

Account Check Accessibility
[@ Check the decument for content that people
Options b M with disabilities might find difficult to read.
oC
E“ﬁ Check Compatibility
Check for features not supported by earlier
versions of Word.
5. Correct / Format all necessary items.
6. For additional assistance search for help by typing “508 compliance”
- o x
Word 2016 Help
) (@) ¢} | 508 Compliance yel

()

Add alt text to images

Add alt text to images, such as pictures, clip art, and screenshots, so that
screen readers can read the text to describe the image to users who can't see
the image.

1. Right-click an image.

2. Select Format Picture > Layout & Properties.
3. Select Alt Text.

4. Type a description and a title.
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Chapter 7. Back Office

7.1 Introduction

This chapter covers the functionality of both the Back Office (BO) and Front Office (FO). The
BO deals with the creation and maintenance of websites. The FO (the NEPA and LUP
Registers) is the place where ePlanning information and documents are published to the
Internet for public view and commenting.

7.1.1 Objectives

Upon completion of this chapter, you will be able to:

e Create a Project Website.

e Administer and maintain a Project Website from Back Office.

e Understand and interact with Front Office's final and public view of a ProjectWebsite.

7.2 Back Office

Now that we have two builds with a status of “done” for our NEPA project, it is now time to
log in to the Back Office. The BO is where:

e Webpages are created and maintained.

e NEPA and LUP Registers are populated.

e Comment periods are set-up.

e ePlanning users can enter comment letters, supporting documents, and/or additional maps
to their project web pages.

The instructions which follow, demonstrate how to create a Project Website with either an
LUP or NEPA project that has an open public comment period. Alternatively, the procedure
for creating a Summary Web Page is similar with the exception of choosing Summary Web
Page as opposed to Project Website and following the same basic instructions provided. A
Summary Web Page is the type of website used for NEPA projects such as CX and DNA that
do not require extensive information and/or multiple sections. The types of web pages can be
created, which are:

1. NEPA Project Websites.

2. NEPA Summary Web Pages.

3. LUP Project Websites.

Table 7.1. ePlanning Website Types

Website Type | Description

NEPA Websites
Project Website This type of website is typically for EISs or, larger EAs that
are going to have a public comment period(s).




Summary Web Page This is the simplest ePlanning web page. This website type is

for DNAs, CXs, and simple EAs. This type's single page
structure shows the who, what, where and when all in one
place. Additionally, it provides a link to the documents,
maps, and any other written information.

RMP

Websites

LUP Project Website This type of website is used when working on a complex

RMP where a significant amount of information needs to be
available for public view.

7.3 General Information

The ePlanning Back Office is accessed from the D2 primary login screen by clicking on the

“Back Office” tab. Even though some people
an ePlanning user.

will only be using BO, they will still need to be

7.3.1 Accessing the Back Office

The process for accessing Back Office is the same as opening D2 in ePlanning, which is:

1. Log into the D2 application (Slide 1)

Authentication

Repository: *  [<Planning Training 7.2

2. Click on “Back Office” tab
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=i Apps g Home - ePlanning C Naticnal Operations  §F Welcome To AFMSS Sign in to Concur | C @ D2 Trainim

D2 4+ NEW ¥ & IMPORT ¥ [ CONTENT ¥ 'Y CURRENTVERSION ¥

D2y BACK OFFICE FRONT OFFICE OTHER LINKS [+

Repository browser ¥

- |Enl:erj_f0ur search terms...
& [ Cert EIS Febls
b [ IE RMP EEPlanningTraining?.Z = ePlanning Pt
Locating a project in Back Office
3. Click on BLM National NEPA Register
D2 BACK OFFICEY FRONT OFFICE OTHER LINKS L+

ePlanning Back Office ¥

= Back Office Home

My Active Projects

i i Note: the projects shown beiow only isfs projects that are currently in an active stafe. To dist
BLM National NEPA Reﬂlsmr Active Within: ®' 30 Days '~/ 60Days ' 80Days ' Al

Help NEPALUPName

Barbara's RMP EA Amendment project

ePlanning Help
Planning Handbook

Barbara's Test Land Use Plan Project for Manual

DOI-BLM-CA-CD50-2017-0004-DMA

NEPA Handbook
DOI-BLM-CA-CDE0-201 7-0002-CX
DOI-BLM-CA-DDE0-2017-0001-CX
DOI-BLM-CA-DDE0-2017-0002-E4
4. Select “type of project”
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D2 BACK OFFICEY FRONT OFFICE OTHER LINKS [+

ePlanning Back Office ¥

> Back Office Home > BLM National NEPA Registe,

BLM National NEPA Registe/ Addnepa 2 g Add LUP

Type of project: ) Land Use Plan @ NEPA
Map Search Text Search

Selected Project Points: ® Active () All

=

a. For Land Use Plan projects-select Land Use Plan radio button and complete other
fields such as State, Office, etc. to narrow search.
D2 BACK OFFICE Y FRONT OFFICE OTHER LINKS [+

ePlanning Back Office ¥

> Back Office Home > BLM National P.EPA Register

BLM National NEPA JRegister AddNEPA AddNEPA legacy AddlUP

Type of project: ® Land Use Pan ) NEPA

Map Search Text Search

"] Open Comment Period
] Onty Active Projects

State(s) Office(s) Fiscal Year(s)
All - All = S ~
Center i 2018 [
Naticnal 2017
Training 2016
Alaska 2015
Arizona || 2014
California 2013
Colorado 2012
Eastern States 2011
Idaho - - 2010 ~

Advan Search »

[ Search I [ Clear ] Show Deleted Projects
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b. For NEPA Projects-select NEPA radio button and complete other fields such as State,
Office, etc. to narrow search.

D2 BACK OFFICE Y FRONT OFFICE OTHER LINKS [+

ePlanning Back Office ¥

> Back Office Home = BLM National NEPA Register

BLM National NEPA Register AddNEPA Add NEPA legacy AddLUP

Typs of project: ) Land Use Plan ®) NEPA

Map Search Text Search
Il open Comment Period
) only Active Projects

State(s) Office(s) Document Type(s) Fiscal Yearis) Programis)
All - All - All -~ All - All
Center Cx 2018

Maticnal DMNA 2017

Training EA 2016

Alaska EA Long Form 2015

Arizona EIS 2014

California OTHER_MNEPA 2013

Colorado 2012

Eastern States 201

Idaho - - - 2010 -

Advanced Search »

Search | | Clear | Show Deleted Projects

5. The results will show up on your screen.

Results (28) Page(s) : 1

Office(s) Programi(s) Comment Period
. Culfura-Fistoriak
[ | DOLBLM-CO-S070-2017-0005-EA EA JeiPs D2 NEPA Project 2 ﬁﬁéiam’" CURAESE | G e e | memrm e E Active
Resources
Hezard
[ | DOMBLM-CO-S070-2017-0004-E4 EA Jeffs Test D2 NEPA Project 1 ﬁ'o - Canyon of the Ancients g:jfi':e"' 9| preparation and Plenning Active
Restoration
[ | DOLBLM-CO-S070-2017-0002-EA EA NEW EA ﬁﬁéia”“’" of the Ancleaks 0 Freparation and Plsnning Active
EIS project for releass test CO - Ganyon of the Ancients | Conssrvation &
- BLM-CO-S070-2016-0015-E15
[ | DOLBLM.CO-S070-2016-0015-E1 Eis i hen B g | Closed Active
EA project for release test CO - Ganyon of the Ancients | Consarvation &
) - - - - | |
] | DOMBLM-CO-SO70-2016-0014-E4 = e i B aveas | Closed Active
DNA project for release Test CO - Canyon of the Ancients | Conservation &
-BLM-CO-S070-2016-0013-
[ | DOMBLM-CO-S070-2016-0013-DNA DNA el o e tveas | Closed Active
[ | DOLBLM-CO-S070-2016-0012.E4 EA ST ST GO Senyon ofthe ANCIENtS | g Ereparation snd Planning Active

7.3.2 Back Office Navigation

After you have logged into BO, your BO's homepage will be displayed (see image below). If
you do not see any projects or a recently created project listed under “My Active Projects™ it
means that you (as the user or project creator) have not yet created the websites for any NEPA

or RMP projects. Once you start creating websites, the display pane will show all active
projects.
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v:s. oesaxTHEnT OF THE miTErior. BUREAU OF LAND MANAGEMENT
ePlanning Training Back Office (User: Barbara Colton-Bugg) Help Logout

My Active Projects
.

Noie tre o y sctve sese Compieied or Fegiser sesieh page
[BLMBSHONM NEPA ReGIISE , .. o ® 00 © c0Deys O 008 Ot
Project Name + Project stams. + Modfied Stsus .
‘ePlanning Help
Planning Handbook
NEPA Handbook

USA.Gov | No Fear Act | DOI | Disclsimer | About 8L | Notices | Socil Media Policy

This page vas crested by the Burssu of Land

7.3.2.1 Understanding the Back Office Homepage
See numbered chart below for locations.

> Back Offce Home
My Actiterrbjects
e g ovin beiow only iis projacts that are cumerdly i
800ays '~ S0Days Al

v.s. peparTMENT oF THE WTErIoR. BUREAU OF LAND MANAGEMEN

8 4+ Modified Status s
% Planning . =
d Flanning .
@ Planning .
d Plarning .
d Flanning .
' Planning .
/ OILBLM.CA-DDE0.2017.0028.CX
3 ' Planning .
DOILSLM.CADIE0.2017.0004 B4
d Flanning .
DOLSLM CADIS02017.0011-CX
¥ Planning
DOLELM CA D050 2017.0018.CX ®
¥ Flanning
DOLBLMCA OG0 201 7.0002-E4 .
¥ Planning .
. Project approved. published. and viewsable by the pubic d Flanning .
O Project approved by public affairs official but not published 1 Planning .
. Project has changes not yet submitted for approvel
*d Planning a

1.  Breadcrumbs: Use this for path navigation while in the BO.

2. Site Navigation: This section displays links within the BO, which will change
depending upon where you are within the application. For example, as soon as you create a
website, a Site Administration link will show up towards the bottom of the navigation pane.
Additionally, when you are working on developing and/or maintaining a website, the site
navigation section for that particular website type will be displayed.

3. Display Pane: This section displays links to your active project(s) when you are on the
BO homepage.
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4. User: This shows the name of the user who is logged into the BO.

5. Help: This displays a link to the BO's help system. When clicked, an HTML page opens
in a new window displaying the BO Help, with the top of the page being the topic related to
where you are in the BO when you clicked Help (content sensitive help).

6. Logout: Closes all BO related browser windows.

7.3.2.2 Understanding Webpage Status Indicators: Colors & Definitions

Depending on the publishing stage of a project, the webpage status indicator displays a
specific color. The three stages are described below.

e Red: The BO page content has just been created and/or differs from the Front Office
website, or has not been approved by the Public Affairs Representative.

e Yellow: The page content in BO has been approved by the Public Affairs Representative,
but has not been synchronized or published to the FO website.

e Green: The BO page content has been approved by Public Affairs and all metadata has
been synchronized with the FO website. The project is in a status to be available to the public
for review and comment.

Table 7.3. Back Office Webpage Status

Indicator Description

/A red radio button at the top of the project page means the website has been
modified and/or has not yet been approved for publication to the Front
Office. As soon as a project is added to a BLM National NEPA Register,
the BO will create the selected web page(s). However, there will not be any
content in any of the pages and the indicator will be set to red.
I/Additionally, whenever changes or updates are made to the sections other
than the Home page of a project, the status indicator will return to red and
the project will need to be re-published using the three-step publication
process.

IA yellow radio button means the site content has been approved by a Public
IAffairs person, but the content has NOT been published to the FO (BLM
National NEPA Register) website.

/A green radio button means the website is up to date and the content has
been published to the FO (BLM National NEPA Register) website.
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Adding LUP Projects Adding NEPA Projects
Select Land Use Plan radio button Select NEPA radio button

Select “Add LUP” Link to right of words “BLM | Select “Add NEPA” Link to right of words
National NEPA Register” “BLM National NEPA Register”

> Back Office Home > BLM National NEPA Register

> Back Office Home > BLM National NEPA Register

BLM National NEPA Register addnepa

Add NEPA Legacy Add LUP

BLM National NEPA Register addnepA Add NEPA Legac

Add LUP

Type of project: ) Land Use Plan @ NEPA Type of project: ) Land Use Plan  ® NEPA
Map Search Text Search Map Search Text Search
Selected Project Points: @ Active ) All Selected Project Points: ® Active ) All

Add Land Use Planning Web Site Add NEPA Web Site

Repository Project: | Newcastle RMP REvision b4 Repositoy Project:  DOI-BLAAK-ADDL-2016-0001-£A (Alska chily emps EA 10102017) '
Display Site As: [LUP Project Web Site v | Display Site As: ProjectWeb Site 7

Display Name: \

Click Repository Project dropdown to select

Click Repository Project dropdown to select
project name

project name

_

Add Land Use Planning Web Site Add NEPA Web Site

Repository Project: | Newcastle RMP REvision | Repository Project: | DOI-BLI-AK-AD0-2018-0001-EA (Alaska chily temps EA 10102017) '
Display Site As: | [Uﬁpibjécifwré'bréi'téi;" Display Site As: Project Web Site 7

Display Name: }

Select type of Display there is only one for
LUP—LUP Project Web Site)

Add Display name for project

Select type of Display here—either Project
Website or Project Summary Page

Click the Add button in lower right

{ Add | |  Cancet |

-
Should get message stating “The LUP Project
Site “Project name™ has been successfully

Should get message stating “The NEPA Project
Site “Project name” has been successfully

created created
fid "re
An embedded page at iimnirm0ap603.bim.doi.net:9944 Trainil x In
says: An embedded page at ilmnirm0ap603.bim.doi.net:9944
says
The LUP Project Site 'Manual LUP Project’ has been successfully created. .
1 ‘ The NEPA Project Site 'DOI-BLM-AK-A000-2018-0001-EA" has been
b]| f I successfully created.
‘ oK
Click the “OK” button
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Project landing page (Home) is displayed

ePlanning

ePlanni
DOI-BLM-AK-A000-2018-000"

U.S. DEPARTMENT OF THE IN

ePlanning Training Back Office

> Back Office Home > BLM National NEPA Register > DOI-BLM-AK-AD0D-2018-0001-EA > Home

Manual LUP Project Home ®
Documents
i i i What's New =i
Back Office Home > BLM National Land Use Plan Reaister > Manual LUP Project > Home Contact Information
Home @ How to get Involved
Do ts & Reports Meetings
Emen i What's New i Maps.
Contact Information Data
-~ Content £dit
Timeline Lus
FAQs
Issues

Site Administration
Set Project Location
Gomment Periods
Comment Submissions

View Submission Listings

‘Submit Changes for Approval

Add content to home page, i.e., project purpose, location, description, how to navigate page, can
add press release info here—click on “add” or “edit” to add content. When finished, click “Add”
or “Save” in the lower right corner to save information on each tab. It is recommended that the
user work their way down the page, navigating from left to right and top to bottom when adding
content. This way, a section is not overlooked.

Click on “Documents & Reports in left navigation pane to go to next section to add documents
and reports—click on “add” or “edit” link at the top to add content. When finished, click “Save”
to save the newly added information.

> Back Office Home > BLM National Land Use Plan Reqister > Manual LUP Project > Docume > Back Office Home > BL M National NEPA Reqister > DOI-BL M-AK-A00D-2018-D001-EA > Docum|
Home Documents @ add
Home Documents & Reports @ Aw
What's New Cdit
N Contact Information T
What's New it
R How to get Involved
Contact Information ,
Meetings
Maps
Data
Mo Documents have yet been configured for this page.
. Add - Project Document
Add - Project Document
Add Document Renditions As: '® Single Document - Multiple Documents
4 s @ oy . Document Name: |Alaska Chilly EA
Add Document Renditions As:  ® single Document ' Multiple Documents S omar @
Document Category: [Other: v | | |
Document Name: [Manual LUP Document title Document Renditions: * Add
;~ —_——————————— Type Build Name/P:
Re'ease Date: 1 1 0/04/20 1 7 ‘1 : D No Document Renditions have been added to this Document.
Document Category: 1 Other v 1
Document Renditions: * Add

Type in “Document Name” and select Release Date; then click the “Add” button next to the words
“Document Renditions”
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Add - Project Document - Rendition

Rendition Type:

Repository Project Document Rendition:

Repository Project File ¥

%

| Browse

Click the Browse button

Repository Project Browser: |Manual LUP demo

Project Folder Path: /ePlanning Projects Cabinet/DOI/BLM/State Proje

Path - Click to display files

Manusl LUP demo/Briefing Pager

Manus! LUP demo/EA

Manusl LUP demo/FONS|

{Mznugl LUP dema/GIS

Manus! LUP demo/NOA Packsge

Mznusl LUP demo/NO| Package

IMsnusl LUP demo/ROD-ARMP Document
{Manual LUP demo/Scoping Report

Repository Project Browser: DO-BLM-AK-AU0D-2018-0001-EA (Alaska chill temps FA 10102
Project Folder Path:  /ePlanning Prajects CabinetDOIBLM/State Projects/AKIAnchorage DONERAZ013EADOIBLI|

Path - Click to display files

|DOLELA-AK-ATD-2018-0001-EA Dz sion Record Memorandum
[D0LELAL-AK-ADCD-2018-0001-E4 EA Document
[D0-BLA-AK-ADDD-2018-0001-EAIGIS

When the Path listing shows up, Click “Expand all” on the left side

lepository Project Browser: |Manual LUP demo

roject Folder Path: /ePlanning Projects Cabine/DOI/BLM/State Projects/CO/Southwest DO/Pagosa Springs FOILUP/Manual LUP demo

File Names (
Yath - Click to display files Expand All
Collapse All
IMenus! LUP demofBrisfing Psoer ) g Paer
Manus LUP demo/EA -

/S| EA Solar Project 2012 paf
B enyironmentsl Assessment - Chapter |
) Environmentsl Assessment -Crsper |

@_

Environments| Assessment - Chapter |

) ) enyronments Assessment - Crspter |
B8] environmentsl Assessment - Chpter{
[ ] ) envronments Asseszmen - Crpter
B8] eyironmentsl Assessment - Cover sn

[Mgnus LUP demo/FONSI 0
Menus! LUP demalFONS| 18] Einging of No Signficsnt Impset (Comy|

1) Fincing of No Signfcsnt Imgct (Sim)

LUP demo/GIS -

Manus! LUP demo/GIS [ B map2pet

Manus) LUP demo/NOA Pcksg )

Manus! LUP demo/NOA Psckage NOA RMP ROD

Manusl LUP demo/NOI Packsge () ) Nosce of nentRvP

[Manus| LUP demo/ROD-ARMP Document % 870 Approved RMP et
IMenus! LUP demo/Scoping Repert ) zocging Repart

Repository Project Browser: DOLELY.A-ATIM-U01EA s i tmps EA 010017 '

Project Folder Path: /ePianning Proj: CatineDCVBLAUSHale ProeiSAAnchorage DONEPABEADORBLM-AK A 00ME

Path - Click o display files File Names (Bl Calaosz

DQFBL-AF-AR 20100 EADecision e esormum Eﬂl)z\m -

DOCBLA-A-AOOR JO{E-OOCH-EATGIS

Select document by clicking the box to the left of the document name and clicking the “Select”

button at the lower right hand corner of the screen.

project Document Rendition filled in.

The screen will refresh with the repository
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Add - Project Document

Add Document Renditions AS: () ingle Document " Mutigle Documents

Document Name: LUP Project creation for manual i
Release Date: 10042017 @
Document Category: Other. v

Document Renditions: * Add

Add - Project Document

Add Document Rendions AS:  ® Singe Dozument

Docoment en: Masha Chily EA
Release Date: 10112017
Document Category: Other. ¥

Document Renditions: * Add

Mudfgle Documents

Tipe Build NamePsth
Tupe Build Name/Path [Repository Project File - 080003¢33085100: - EA+PDF.pof
Reposttory Project File Repostory Project File - 0900383086041 - BFO Approved RMP.paf
Add - Project Document :
Add - Project Document
Add Document Renditions As: ~ # g i
Single Document '~/ Muliple Documents MTomerRerdion ks soge ot e D
Document Name: LUP Project creation for manual ! Dotament ae: Masa Chily EA
Release Date: 100042017 [ Releese Dte: 10T g
Document Category: Other: v Docanent gy e ¥
" Document Renditions: * Add
Document Renditions: * Add
T Baid NamePith
Type Build Name/Path
Repository Project Fie Repasiory Projee! File - 0900384098100 - EAPOF pdf
Reposttory Project File Repostory Project File - 0900383086041 - BFO Approved RMP.paf

Verify this is the document you want to upload.

Click the “ADD” button in the lower right corner of the screen.

pg. 74




> Batk Ofice Home > BLM Nafioal NEPA Redgister > DORBLM-AK-ADOD-2018-0001-EA > Documents
- —— |
foms Documents @
What's New =
Contact Information Whats New
Contact Infomation
Timeline
Howto get Invalved
Issues Heeligs
News - N
Howto get Involved =
Megfings ; , ; ] Doanent e Rekese e e |
Document Name Release Date Available Formats Public Comment Period FAQS P s =
Mans . — | Alaska Chily EA el apir
p ” ;Z:UZEOectcreat\on D o % e e
Data =2

The screen will refresh and your document will be listed near the center of the page.

Click on the “Contact Information” Link in the left navigation pane to proceed to next section—
click on “add” or “edit” to add content. When finished, click “Save” to save information

> Back Office Home > BLM National NEPA Register = DOI-BLM-AK-ADD0-2018-0001-EA =

Contact Information @

Home Contact Inf| pocuments
Documents & Reports

What's New

What's New =

How to get Involved

Continue clicking on the titles in the left Navigation pane in the same fashion to add content to the
desired tabs of the project.

At “Site Administration” click on “Set Project Location” the project map opens and zooms into
the location of the project
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c) enter LatLong:
Latitude: [39.51762

Longitude: |-105.40004
@ - Search

Step 2: Click the map to select a point
Colorado location.
f:‘3|:-rin~;|5

Step 3: Select 'Save Point' below.

Pueblo -
o Save Point |

~ Show

7 Location
Cancel

Use the “+” or “-* signs (or the center wheel on the mouse) to zoom in or out to choose a point of
reference for the project and then click the left mouse button when you have identified the
appropriate point. A Blue dot will appear. Click the “Save Point” button to accept the location.

Site Administration
Update Project Location

View Project Location

If you want to change the location point before saving, merely click another location and the new
location will have a blue dot and the first selection will be removed. When you have the point
selected you want, Click the “Save Point” button to accept the location.

To Update the Project Location, select the “Update Project Location” Link in the left navigation
menu; The map screen will open with the existing location centered on the screen. Use the “+” or
“-“signs (or the center wheel on the mouse) to zoom in or out to choose a point of reference for
the project and then click the left mouse button when you have identified the appropriate point. A
Blue dot will appear. Click the “Save Point” button to accept the updated location. To view the
existing location, click on the “Show Location” button in the right navigation section of the Set
Project Location screen. It will show where the original point is located.

View Project Location-to view the project location, click on the “View Project Location” link in
the left navigation menu. The map screen opens and zooms to the project location and a BLM
Logo will appear. Clicking on the BLM Logo opens a popup with the project information and a
hyperlink to open the actual project
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navigation pane

Comment Periods: to add a comment period click on the “Comment Period” link in the left

Home

Documents & Reports
Contact Information
Timeline

Comment Period home screen opens

> Back Office Home > BLM National Land Use Plan Reqister > Manual LUP Project > Co

Comment Periods Add

Document Name

Participanty

No Comment Periods have yet been configured for F

Home
Documents & Reports
Contact Information

Timeline

Comment Periods Add

> Back Office Home > BLM National Land Use Plan Reqister > Manual LUP Project > Conti

Click the green “add” link in middle section of screen

Document Name

Participants

No Cemment Periods have yet been configured for Py

Add Comment Period screen opens

Click Project Document dropdown to select document to set comment period on

Start Date: Click the calendar icon next to the Start Date field to select a start date

pg. 77




End Date: Click the calendar icon next to the End Date field to select an end date

Manual LUP Project "™

DOI-B|

Add - Comment Period -

Add - Comment Period
Project Document: |- Please Select --

: —— Project Document: |- Please Select - v

Project Maps: -

Project Maps: .
StartDat: [ N St Dt -8
End e l @ Ena Dt -8
- A s Allow Comments After Fnd Nate? () ven (8 nin

Submission ID Prefix: Fill in this field with alphanumeric characters—no spaces or special
characters will be accepted. An example of what may be used is: JD09222017EA

Submission ID Prefix: ’ | %

Participants:
" ! Public

Scroll down and add any additional desired fields to the Comment Submission form by clicking on
the desired fields in the “Required Fields on the Comment Submission Form” section of the screen

Required Fields on the Comment Submission Form:

| Comment Title ' Last Name ) Address 1 Y/ State/Province L Day Phone ¥ Organization
- Comment Related Issue | Middle Name/Initial L Address 2 ' ZIP/Postal Code L Evening Phone ') Organization
¥ Comment L Title L) Address 3 L) CountryTeritory L) Fax Number L) Position

' First Name L) Suffix ' CityMunicipality L) Email Address [ Other Phone

Click the “Add” button in the lower right corner to add the Comment Period

. Add | | Cancel

A popup will appear stating, “Comment Period for Document “Document name” has been
successfully added. Click OK in this popup to close it

pg. 78



National Cpe R . x fnk [& D2Prg
- ilmnirm0ap603.bim.doi.net:9944 says: t

Trainif X i
Comment Period for Document 'LUP Document’ has been successfully An embedded page at ilmnirm0Oa p603b|mdo|net9944
dded.
e says:
oK Comment Period for Document "Alaska Chilly EA” has been successfully

added.

Screen will refresh and the comment period screen will display the newly added comment period

Pt angEa O
Comment Periods Aat D0 BLARADL 210124 sk el g A O
Teports t
ion Document Name Parficipants Stort Date End Datels Stafus | Comment Submissioi
1UP e Pbchedces | OO | T [onen 00RRON L — | = = = A
) ] Hesaltie® i e s e il (o V-
=3
"
Home Documents & Reports @ aw
What's New
Contact Information
Timeline
Issues
News
How to get Involved
Mee‘ings Document Name Release Date Available Formats Public Comment Period
Maps [0 Cet 6 document 100872017 ¥ Qri) Open (100812017 - 1011372017 ) Comment on Docum|
Data

7.4.2 Submit Changes for Approval

Click on the “Submit Changes for Approval link in the left navigation pane

Site Administration
Update Project Location

View Project Location
' Comment Periods

| Comment Submissions

View Submission Listings

Submit Changes for Approval: by clicking the “Submit Changes for Approval” link in the
navigation pane and selecting a public affairs reviewer in the drop down in the middle of the page.
Then click “Submit”
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Submit Changes for Approval

All changes to this web site must first be reviewed by the Public Affairs representative that is assigned to your project
team. Please choose the name of that representative from the drop down list provided below. When you click on the
"Submit for Approval" button below, this person will be notified to approve the changes via email. When the Public
Affairs representative has approved or rejected the change, then you will be notified by email of this event.

Public Affairs Reviewer: | Barbara Colton-Bugg T | (Project Team members with "Public Affairs” rols)

The following project web site sections have been updated and are ready for approval:

Documents & Reports
Maps

Additional Comments:

| Submit for Approval |

The Public Affairs reviewer will receive an email stating, "A site has been submitted to you for
your approval."

The Public Affairs person will be provided a link directly to Back Office in the email that they
receive. When the link (within the email) is clicked, the login screen appears for Public Affairs to
log into the Back Office.

Approve Site Changes: by clicking the “Approve Site Changes” link in the left navigation pane;
the page will refresh and in the new window, select the “approve” button; the page will refresh
and the radio button next to the word Home changes to Yellow

Approve Site Changes

You have been asked fo approve the changes to this project web site by Barbara Colton-Bugg. The following project web site sections have been updated and are
approval:

Documents & Reports
Maps

Click on the "Approve" button to have the changes commitied to the Front Office Web Site. Click on the "Reject” button to send the request back to Barbara Colton|
without committing the changes. If you choose to reject the changes to the gite, then you must include comments in the text area below.

Comments:

| Approve || Reject |

= Back Office Home = BLM National Land Use Flan Register = Oct 6 LUP site = Home

Home O

Documents & Reports What's New

Contact Information

Publish Site: by clicking the “Publish Site changes” link in the left navigation pane; the page will
refresh; click on the “Publish Now” button in the center pane; a pop up message stating, “this site
will be published immediately (Please confirm by selecting OK) will appear; select OK to publish
the project. You may also publish o a future date by typing in the date you would like to publish
on and click the update button.
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Publish Site Changes
The following web site pages have been approved by public affairs representative Barbara Colton-Bugg and are ready to be published to the Front Office:
Documents & Reports

Maps
These pages will n(%e published until you either clfk on the "Publish Now" button, or vou specify a publish date and that date

arrives.

or Publish on: [09/14/2017 12 midnight MNT [
Ops ) ) ® ink E
ilmnirm0ap603.bim.doi.net:9944 says:
This site will be published immediately! -
(Please confirm by selecting OK)
al

QK Cancel

e Changes
Page refreshes and the radio button next to Home turns Green

= Back Office Home = BLM National Land Use Plan Reqgister = Oct 6 LUP site = Home

Home @

Documents & Reports What's New

7.4 Adding a NEPA Project to the BLM National NEPA Register
The first step in working in Back Office is to add your project to the BLM National NEPA
Register.

7.4.1 Back Office Navigation

1. Log into the D2 application (See section 8.3.1, steps 1-3)

2. Click on the Back Office tab in the menu bar

3. Click on “BLM National NEPA register in the left navigation column

4. Select between the two options in the Table below and follow instructions to add the
project to the BLM National NEPA Register.

a. To view the legend of the Map, click the “Legend” page to pull it up for viewing.
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Update Point

Show
Location

Cancel

Legend

[ERE, Garmin FAD, WUSGS, A: N'FS Compiled weekly by the Burean of Land Man._ _. Lavers
1 | ] . LR FWr N ¥ - -

7.5 Enhancing the Project Website with Text and Images

Now that the Project Website has been created and the appropriate documents have been
added, the website must have information added prior to seeking approval from the public
affairs office. Using the built-in text editor in Back Office, you can enhance the links (such as
Home, Contact Information, and How to get Involved) located in the navigation pane.

7.5.1 Text

Here are the step-by-step directions for using the text editor to add content to your site:
1.  Click on the Home link in the Navigation Pane of the Back Office (see image below).
2.

DOI-BLM-CO-0000-2015-0003-EA

fice Home > NEPA Register > DOI-BLM-CO-0000-2015-0003-EA > Home

Home @
lents . o
Section Title:
it Information
1 get Involved Bl source @ 00 & E PR e
ings B I U =8 X, X2 ENE E =

Size @ v A~ |

Iministration

Project Location

ment Periods

ment Submissions
Submission Listings

nit Changes for Approval
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ePlanning Back Office

DOI-BLM-C0O-0000-2015-0003-EA

> Back Office Home = NEPA Register > DOI-BLM-CO-0000-2015-0003-EA = Home

44— Home @

Contact Information
How to get Involved
Maps

Data
Links
FAQs

What's New| i ‘_

Content toit

3. Click on the Edit link next to “What’s New” as noted in the image above.

4.  This opens the text editor box allowing you to add additional information to the
Homepage for the project.

5. When the content has been added in the body of the text editor, you can save that
information by clicking on the floppy disk icon as noted in the image below.

ePlanning Back Office (User: Tyler Moss) Help Logout

DOI-BLM-C0-0000-2015-0003-EA "

> Back Office Home > NEPA Register > DOI-BLM-CO-0000-2015-0003-EA > Home
Home @
Section Title:

How to get Involved El Sourc & & ©B N

a
Meetings B I U == x2 E EE=Z @ FPREAS®OS
Maps size® ! A A~

Submit Changes for Approval e

s |

This process can be repeated for the other related links, such as Contact Information or How
to get involved, in the Navigation Pane of the Back Office program.

7.5.2 Images

You may only add images on Project Websites and not on Summary Web Pages. The
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following steps will guide you through this process.

1. First go to your image, select it and size your picture appropriately before you copy it.
2. Click on the Edit link next to open the editor.
3. This opens the text editor box.

DOI-BLM-C0O-0000-2015-0003-EA

fiice Home > NEPA Register > DOI-BLM-C0O-0000-2015-0003-EA > Home

Home @
lents o l—
Section Title:

it Information
| get Involved El source W 00 [& /& e a ¥ e Ee
ings B I U e X, x2 EIEE= AP EBA®OS

Size™|l A~ A~} [7]

Iministration

Project Location

ment Periods

ment Submissions
Submission Listings

nit Changes for Approval

4.  Click on the Paste icon (looks like a clipboard with paper on it) to open the editor box.
Click on your image. Click the right mouse button and select “Copy”

Home @
Paste @&
Content
Because of your browser security settings, the editor is not
able to access your clipboard data directly. You are required to
paste it again in this window.
B 7 U : Please paste inside the following box using the keyboard (

= 2z = "~ CtriiCmd+V) and hit OK

o G

Place your cursor inside the white box in the Paste box and use the keys (Ctrl/Cmd +V) and
click OK by following the instructions in the Paste box. And, your picture will appear in the
text box.

5. Click save one more time.
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7.6 Editing the Published Website

What do you do if you need to update some information on a recently published website? As
an example, let's say the Team Lead needs to add a decision date. The Team Lead can add the

decision date in Webtop. When this has been done, log into BO and find the project in the

BLM

National NEPA Register and check the box for their project so that the Edit, Delete and

Refresh buttons appear (see below image). The refresh option is used when modifications are

made to a project’s data or content within Webtop. The system can "pull" new information

from the project and automatically update the project's website. When Refresh is clicked, you
will see a message notifying you that the project’s metadata has been updated.

Land Use Planning and NEPA Register addnepA AddLup

Type of project: c Land Use Plan

Map Search Text Search
r Open Comment Period

r Only Active Projects
State(s)

© NePA

Document Type(s) Fiscal Year(s) Program(s)

Al =
- Canyon of the
National CO - Colorado Rivt
Training CO - Columbine F¢
Alaska CO - Del Norte FO
Arizona CO - Dolores FO
California CO - Front Range
Colorado CO - Glenwood Sp
Eastern States CO - Grand Junctic
Idaho ~| |CO - Gunnison FO;]
Advanced Search »
Search Clear I Show Deleted Projects
Results (206) Page(s) : previous 123
E Delete Refresh
Office(s) Program(s)
[T DOLBLM-CO-0000-2015-0009-EA EA Bruce State Office Project CO - State Office Vegetation Preparstion and Planning Acti
[T DOLBLM-CO-0000-2015-D008-EA EA Martin's Parasailing is Dangerous  CO - State Office Cglzagggzg Analysis & Document Preparation | Acti
N .
O EA Poirier Prescribed Bum €O - State Office Sl e Analysis & Document Preparation | Acti
| EA Tamara's State office EA CO - State Office Vegetation Analysis & Document Preparation  Acti'
Interpretation and
EA Masterson ePlanning EA CO - State Office Environmental Preparation and Planning Actit
Education
F DOI-BLM-CO-0000-2015-0003-EA EA Toad Hall CO - State Office Other Preparation and Planning Actit

USA.Gov | No Fear Act | DOI | Disclaimer | About BLM | Notices | Get Adobe Reader®

Privacy Policy | FOIA | Kids Policy | Contact Us | Accessibility | Site Map | Home

This page was created by the Bureau of Land Management

When your NEPA project has a Summary Web Page and when content needs to be changed on
the project, another option to refresh your project is to simply click the link Refresh Metadata
from Repository (in green) next to the NEPA Project Summary title (see below image).
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NEPA Project Summary @ Eait Refresh Metadata from Repository

NEPA #: DOI-BLM-CO-ND20-201740037-CX
Project Name: Maribeth's Awesome Profect
EIS OEPC #:

Applicant:

Case File Number/:
Project Number

Start Date: 02162017
End Date:

Project Description:
Sell all of the lands within the Kremmliing Field Office

Project Location:

Project Lead:
Phone Number:
Email Address:
Office(s):
Counties:

Program(s): Recreation and Visitor Services

[ R

Note

When updating/refreshing a project, the project's status indicator will turn back to red. The
process for Public Affairs approval will need to be repeated.

At this point, you will be able to check how the public would find the project on the BLM
National NEPA Register and view the Project Website or Project Summary Web Page.

7.7  Advanced Back Office Features

This chapter will explain advanced features of Back Office

7.7.1 Introduction

The focus of the following section is on ePlanning’s Back Office (BO) application. BO is a
useful tool for ePlanning users, as it allows them to create, as well as maintain their project’s
website in a centralized and standardized repository that is both visible and accessible by the
general public. It is assumed at this point, that system users recall from the introductory
ePlanning course how to preform the basic steps required to erect their project’s websites. As
such, the topics discussed in this chapter provide greater detail about a few of the more
complex features of BO. Specifically, we will examine in-depth how to create comment
periods, how to enter form letters, as well as how to use the search features in BO.

7.7.1.1 Objectives

Upon completion of this chapter, trainees will be able to:
e Establish and Modify a Comment Period
e Enter Form Letters into Back Office

7.7.2 Establish and Modify a Comment Period

In this section, we will set-up a comment period. Comment periods can be established for
either a PDF doucment or an Interactive (html) document. The same roles that can create web
pages can also set-up a comment period for a document. These roles are:

e Project Creators

e Team Lead




Tip
Here are some things to remember about comment periods in ePlanning . . .

e Once a comment period has started, you cannot make any changes to the online documentor
delete it.

e Once a comment period has received a letter, submission, or comment, it can never be deleted.

e A comment period can be closed but it can never be deleted.

7.7.2.1 Establishing a Comment Period

Example 8.4. Establish a Comment Period

Create a comment period for your project’s website
Follow these steps to establish a comment period:

1. Login into the Back Office

2. Open the appropriate web page by choosing one from My Active Projects.

3. Under Site Administration select Comment Periods (see below image). This can also
be done on a Summary Webpage. This will open the Comment Periods web page.

ePlanning Back Office

DOI-BLM-CO-0000-2015-00

> Back Office Home > NEPA Register = DOI-BLM-CO-0000-2015-0003-EA = Home

Home @

Doctanents What's New i

Contact Information
How to get Involved
Meetings
Maps
Data
Links
FAQs

Site Administration
View Project Location

View Submission Listings

Content © i
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4.  Click Add shown in green next to “Comment Periods.” The Add - Comment Period
dialog form will come up.

ePlanning Back Office (User: Tyler Moss) Help Logout

DOI-BLM-C0O-0000-2015-0003-EA

> Back Office Home > NEPA Register > DOI-BLM-CO-0000-2015-0003-EA > Comment Periods

Homs Comment Period «—

Documents

Contact Information Document Name l Participants Start Date End Date(s) Status Comment Submission Count

How to g.t Involved No Comment Periods have yet been configured for Project, "DOI-BLM-CO-0000-2015-0003-EA."
Meetings

Maps
Data

Links

Start at the top of the form and work your way down. Choose the first document in the list and
set-up the comment period. Comment periods on multiple document formats are allowed.

' Add - Comment Period
Project Document: Environmental Assessment P |-
Start Date: - Please Select -
0
End Date: Environmental Assessment
Map of the US

Allow Comments After End Date? 1 ves 1* o

CommentWorks Initistive: [~ Please Select - =
Public Comment Issues:

-- Add New Public Comment Issue --

Top
Up
Down
Bottom
Remove |
_Add |

fonariecard Priyelosts -- Add New Paper Record Physical Location - Top

Up
Down
| Rattam

5. Select the Project Document from the pull down list.

Tip

The project document lists the documents that are found on the Documents web page. If the
document that you wish to have a comment period is not on the pull down list, you need to first
add it to the Documents web page.

6. Add the comment period start date in the Start Date field. Either enter a date in the
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correct format or click the calendar icon; and, the calendar wizard will come up. Then, select
the start date.

7. Add the comment period end date in the End Date field. Either enter a date in the
correct format or click the calendar icon; and, the calendar wizard will then come up. Then,
select the start date.

8.  Select Yesor No for allowing comments to be submitted by the public after the
comment period has ended.

9. Add a “Submission ID Prefix” in the required field. This can be as simple as
your initials, the date, and type of project or your office may have specific guidelines.

10.  Click on “OK” to add the comment period.

7.7.2.2 Modifying a Comment Period

Once a comment period has been established, you can make some modifications to them. A
comment period can be edited, deleted or closed. If a comment period has received a
submission, then that comment period cannot be deleted or changed.

Example 7.5 Modifying a Comment Period

Modity the comment period for your project’s website

Here are the step-by-step directions to modify some of the options of a comment period:

1.  Go to the Comment Periods page using the navigation pane.

2. Click the “check” box to the left of the comment period you wish to change. You will
now have the options to Add, Edit, Delete or Close the selected comment period (see image
below).



ePlanning Back Office

DOI-BLM-CO-0000-2015-0003-EA - -

= Back Office Home = NEPA Register = DOI-BLM-CO-0000-2015-0003-EA = Comment Periods

Home Comment Periods| add o Delete Close

Documents

Contact Information Document Name Participants Start Date End Date(s)

How to get Involved [+ |Interactive Build #1 Public Web Access 0311612015 0342012015
Meetings

Maps
Data

Links

FAQs

Site Administration

3.  Edita Comment Period. When a comment period is selected and Edit is clicked, the
edit Comment Period dialog form comes up, make any of the changes desired. Click the Save
Button in the lower right of the form. The comment period will be updates and the Comment
Period dialog form will close and you will be back at the Comment Periods web page.

4.  Delete a Comment Period. When a comment period is selected and Delete is clicked,
the comment period will be deleted. The system will ask you if you really want to delete the
comment period. However, if there are submissions that have been added to this comment
period, you will receive a message telling you so and that the comment period cannot be
deleted.

5. Close a Comment Period. When a comment period is selected and Close is clicked, the
comment period will be closed.

CommentWorks has been replaced by a program called CARA. CARA initiatives are
currently created only by ePlanning Specialists at the National Operations Center. Therefore,
when going into a comment period submit a Remedy ticket to have your initiative created.

7.7.3 How to Enter Letters via the Back Office

Letters/submissions/comments received outside of ePlanning can be entered into ePlanning
via the Back Office. In this section you will learn how to submit or enter these comments into
ePlanning. Before we input form letters, however, let us examine the buttons on the Comment
Submission dialog window.

7.7.3.1 Comment Submission Dialog Window

To access these buttons, navigate to the Comment Submission Dialog Window by following
the instructions below.

1. Under user Site Administration click on Comment Submissions.

2.  Select the appropriate Comment Period from the pull-down list and the Comment
Submission dialog window will be displayed (see below image).
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Comment Submissions

Comment Period: |June 23 2009 (08/23/2008 - 06/22/2010) j (5e

Last Front Office Submission Synchronization:  Thu Apr 08 12:14:53 MDT 2010 Synchronize Mow

Submissions: Page:1234 nex

Submizssion D Submission Date Submitter Organization Delivery Type I CW | In Comment Period

[T |[Az-PN1-DRO-12208 OF /232000 Armstrong, Harley BLM Front Dffice Submission Form N N
[T [Az-PN1-DRO-12550 08/27 /20009 Bird, Karla Front Dffice Submission Form N N
[T |AZPN1-DR-0-12208 O7/23/2009 Blow, Joe Front Office Submission Form A A
[T |[Az-PN1-DR-O-13100 A2/04/2009 Bunny, Bugs Sierra Club E-mail N N
[T [Az-PN1-DR-O-13200 A210/2009 Bunny, Bugs E-mail N N
[T |[Az-PN1-DR-O-12555 08/27 /20009 Bunny, Bugs E-mail N N
[T [AZ-PN1-DR-1-13303 091752000 Butte, Hynie Front Dffice Submission Form N N
[T [AZ-PN1-DR-1-13306 091752000 Child, Julia e care Front Dffice Submission Form N N
[T [AZ-PNA-DR-1-13354 0Q/28/2000 Copernacus, Jeff Goat Herders of Mexico Front Office Submission Farm s s
[T [AZ-PN1-DR-1-13359 0Q/28/2000 Copernacus, Jose Goat Herders of Mexico Front Office Submission Farm s s
[T [Az-PN1-DR-1-13308 091752000 Croce I, Ronaldo Front Dffice Submission Form N N
[T |[Az-PNA-DR-1-13307 091752000 Croce, Ronaldo Front Dffice Submission Form N N
[T [AZ-PNA-DR-1-13601 11/19/2000 Cross, Ronald Front Dffice Submission Form N N
[T [Az-PNA-DRO-12204 OF /232000 Ceer, John Doe E-mail N N
[T [AZ-PN1-DR-1-13352 0Q/28/2000 Disney, Walt Front Dffice Submission Form N N

Add Submission

Submission Listing

7.7.3.2 Buttons

There are 7 buttons on the Comment Submission Window.
Synchronize Now Button

When there is an open comment period for the general public, the comments they submit to
the BLM are actually stored in the network’s DMZ in a separate database from the Back
Office.

For security reasons the public cannot touch the same database as the BLM does. Therefore,
submissions or comments must be pulled from the Front Office to the Back Office.

For ePlanning, a custom job will be created that instructs a custom Java program to call the
Back Office Web Service and to instruct it to initiate the transfer of submissions from the Front
Office to the Back Office once a day (this can be done automatically or manually).

The Back Office Web Service initiates the transfer of submissions by connecting to the Front
Office Web Service, and calling a web method that sends the submissions to the Back Office
Web Service. Once the Back Office Web Service has stored all submissions that were sent
from the Front Office without error, the Back Office Web Service instructs the Front Office
Web Service to delete the transferred submissions from the Front Office submission database.
If project team members would like to initiate the immediate transfer of submissions related to
their project from the Front Office to the Back Office, then they may do so by clicking on the

Synchronize Now [y tton in the Comment Submissions page of the Back Office web site for




the specific project. If there are any letters in the Front Office they will be brought over to the
Back Office.

Comment Submission Buttons

Add Submission Yiew Submission

Delete Submission subrnission Listing

Add Submission Button

The user clicks this button to create a new submission for the selected comment period. These
new submissions typically are those received outside of ePlanning. When clicked, the Back
Office Web Site Comment Submission form is displayed in a new browser window.

Edit Submission Button

This button allows the user to edit submissions/letters that are already in the system. This button
may also be greyed out if the user is not the one who created the submission or is not the project-
specific Data Entry user, P&EC, NEPA Project Creator, Project Administrator, Team Lead, or
ePlanning Administrator.

View Submission Button
This button allows you to view a single submission/letter that is selected (box is checked to
the left of a single submission).

Delete Submission Button

This button allows users to “delete” a submission. The submission appears to be deleted but it
really is not. It no longer appears in the list of submission however, it does exits in the
database. This button may also be greyed out if the user not the one who created the
submission or is not the project-specific Data Entry user, P&EC, NEPA Project Creator,
Project Administrator, Team Lead, or ePlanning Administrator.

Submission Listing Button

This button brings up the Generate Submission Listing window. A submission listing is a
generated PDF file that contains the submission information from one or more submissions.
This listing includes all of the submissions listed in the Submission Table.

7.7.3.3 Entering a Letter in Back Office

Now that we know what all the buttons are on the comment submission window, let’s
examine how to enter a form letter. Here are the step-by-step directions to enter a letter into
Back Office:

1. Open the Comment Submission Dialog Window and Click the Add Submission
button. The Back Office Comment Submission Form wizard will come up. This should look
familiar, since it is almost identical to the Front Office Comment Submission Form Wizard.
The big difference is an extra step in the BO, Submission Classification (see belowimage).



Back Office Comment Submission Form
Comments
i Classi i Review

Selected Content

Docurnent Section 1D: Copy Selected Content I

Clear Selected Content

Note: JavaScript must be enabled within your browser settings in order for the Copy Selected Content capability to function comectly.

Comment Title: |

Clear Comment Text

BORLEB!: Vi

3
0

=Eilg-ig

Character Count Max of 10,000

Attachment Browse... Remove Attachment Add Comment
(Note - the total size of all attachments must be less than 20mb)

Next Cancel

2. Open the digital copy of a submission that was received. If you don't have a digital copy,
one need to be created some how. This is outside the scope of ePlanning. Either scan the
document or you will need to type it up.

3. Copy the text from the digital submission and paste it into the comment area of the Back
Office Comment Submission Form.

It is highly recommended that text from a Word document or PDF document be copy and
pasted into Notepad (found in your Start menu for Windows). This will strip out all
extraneous or hidden web-formatting from the text. From there, perform another copy and
paste process to put it into the comment submission form area. Optional — you may want to
upload any attachments associated with this submission. Click the Choose File button and
locate the file on your system.

4.  Click the Add Additional Comment Button. There is a character limit for the public
comment submission form. There is now a character counter at the bottom of the comment
field. Pay close attention to this. You may need to break a single digital submission into
multiple comments if it is lengthy.

5. If the submission contains a request, you have the option to send an email notification to
an applicable BLM employee.

To accomplish this, first enter the comment. After one comment has been added to the
comment form, the Requires Immediate Attention button appears. This is used to send the
email notification, and can be used for any reason. The intent of this functionality is to notify
the appropriate person of any request received via the Comment Submission Form that was
not part of the actual commenting process, like FOIA requests, requests for information, etc. It
can also be used to notify the Team Lead when comments are received from individuals or
groups of interest (see below image). Begin by selecting the comment from the comment
table, and clicking the Requires Immediate Attention button (see below).




Back Office Comment Submission Form
Comments

Comments Name & Address Submission Classification Review

[ (=] ]

[t
[+

Comments

Comment 14| Comment Title I File Attachment | ChapterReference | Section Reference
I f1 |Comment | | |

Requires Immediate Attention Edit Comment Remove Comment | Move Up | Move Down |

Comment
Title:

Chapter Section

[comment 2 Reference Reference:

Blah blah blah. Where's me money?!

Think of the Immediate Notification Request window as writing an email. It has a recipient
field, Recipient Email field, Subject field, and a content field. Notice that there is no
information automatically supplied in the form. It is up to the user to supply everything.
You will need to copy and paste information into the body of the email so the recipient has
some idea as to why they received this email. The recipient will receive an email from
doNotReply_ePlanning. When you have completed the email, click Send.

Immediate Notification Request

Recipient Hame: | =
Recipient Email: | =
Hotification Subject: | -

Hotification Text: *

Send | Cancel |

6. Back in the Comment Submission Form, click the Next button.
7. The Comment Submission Form will move to step 2 of the process. Enter the submitter’s
demographic information, making sure to indicate whether the submitter represents a Group



or Organization at the bottom of the form. If Yes is selected, you will be prompted to enter
the name of the organization and the submitter’s position.

8.  If there is more than one submitter, click the Add Submitter button. Repeat if there is
more than one signature on the submission.

9.  Click the Next button.

10. The Comment Submission Form will move to step 3 of the process. This specific step
will only be seen by users of Back Office. There are different pieces of information available
to be filled out, which are explained below.

° Response Type: Identifies the specific format of the correspondence. For example,
letter, petition, etc.

° Delivery Type: How the letter was received. For example, Email, Fax, etc.

° Receipt Date: Enter the date the submission was actually received.

° Physical Location: If you enter a physical location where hard copies are being
stored when the comment period was set-up you would select that location here.

° Active: If you are entering all of the submission at this time select Active. A submission

must be saved as “Active”. Only submissions that have at least one comment and submitter can
be saved as an “Active” submission.

° Deleted: Flags a submission as deleted.

° Incomplete: The “Incomplete” option can also be specified even if comments or
submitter information have been entered. This allows a user to save a partially entered
submission and complete it at a later time.

° Ad-Hoc Fields: These fields allow the user to add user-defined metadata for
submissions using arbitrary field names and value pairs. A user specifies an ad-hoc field by
selecting the “Add Field” link. This will display a new Field Name/Value text field pair. The
user enters the name of the ad-hoc field into the “Field Name” text field and the value into the
“Value” text field. The user can specify up to five field name/value pairs. Once the fifth pair
has been displayed the “Add field” link will no longer be displayed.

Click, fill in, or add the appropriate information on this window.

11. Click the Next button.

12. The comment submission form will move to step 4 of the process. Review what you
have entered. Answer the Disclaimers and Agreements.

Optional — you may want to upload the digital copy of the submission to keep it with the
submission in ePlanning. You should already be saving all of the “original” digital
submissions in your ePlanning project library. Click the Choose File button and locate the file
on your system.

13. Click the Submit button.

14. The comment submission form will move to step 5 of the process. This is where you get
a Submission ID Number for the submission. You may want to write this on the paper version
of the letter for record keeping purposes.

15. Either click the Add a New Submission button or the Close Window button.

16. Repeat this process for all submissions received outside of ePlanning.



Chapter 8. CARA in ePlanning

8.1 Introduction

CARA Projects are created in association with an ePlanning project. You can view the projects
you are associated with when you enter the CARA Homepage. This chapter will guide you
through creating and managing a comment period in conjunction with your ePlanning project.

8.2 Add a CARA Project and Comment Period from Back
Office

When a Comment Period is created in Back Office, an associated CARA Project and
Comment Period will be automatically created. The following steps show you how to create a
CARA Project associated with a Back Office ePlanning Project. You will find that starting up
the comment period is the same for CARA as it is setting up any other comment period.

Three things to consider before using CARA:

Number of Comments Expected — >100 can easily be managed in the Back Office
application.

Reporting — How robust are your reporting needs, simple or complex.

Public Scoping — How many different issues do you expect to manage from the public.

Step 1: From the Back Office Project Site or Summary Page, click on the link to Add a
comment period to a document.

(Project Site) (Summary Page)
Click Comment Periods link then click green Add link Click green Add link
Comment Periods Comment Periods 2o Comment Periods a2

Step 2: Select a document on the site that you would like to create the Comment Period for,
enter a Start and End Date, and enter a Submission 1D Prefix. When the required information,
and any other fields, are entered, click the Add button. The Comment Period will be created
and subsequent CARA project created.



ePlanning Test Back Office

DOI-BLM-ID-1040-2005-0001-DNA (Tyler Idaho

Add - Comment Period
Project Document: | -- Please Select -- v
Start Date: [ =
End Date: [ ]
Allow Comments After End Date? () ves @ g
Fublic Comment Issues: -~ Add New Public Comment Issue — - Top
Up
Down
Bottom
| [ Add
Paper Record Physical L -- Add New Paper Record Physical Location -- - Top
Up
Down
Bottom
| [ [ Add |
Submission ID Prefix: | |"

After the comment period is set up you will see the changes on your Web Page or Website Pages. With
the comment period and Comment on Document button appearing. Continue to step 3 to continue to
use CARA.

Documents: Ad

Document Name Release ate Avalable Formats Public Comment Period

[ DNA Document LR ﬁ(ﬁ ] Open 08302017 - 08342018 | Comment on Document »»

8.3 Cara Project Home Page

The Home page is where you will find the My Tasks tab and any assignments and notes meant for
you. Simply click on the blue numbered links to be taken to the area that needs your attention.

Home Projects Reports My Profile Admin Support

MNew Project Notifications

Find CARA Projects by Name or 1D Test Edit

My Tasks |[ My Projects 1

Comments & Concerns

; Project Name (ID) | Camment Period Name | My Comm My Concerns
Mulder Test No 1 (NP-96) descrip 1 2 o
AK-AD00-2017-0128-EA (Test Cara 1) (NP-115) Comment period for "Cara 1" with start date Wed Aug 30, 2017 F 2
)

Letters to Review

; Project Mame (ID) | comment Period Name | Early Attel Review Reading Room Review
BlackFootedFemetStndLn (NP-28) CommentsStandAlonel2 1 1
%]
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8.3.1 Cara Project Listing Page

Click on the My Projects tab. You will see near the top of the My Projects table, you will see
a project with the correct NEPA number or LUP Project Name, and a Comment Period with
for the document with the Start and End Dates set in Back Office. The project and comment
period can be edited in CARA, but these changes will not be reflected back to Back Office
and Front Office. Your project is now ready for modification.

o) US DEPARTMENT OF THE INTERIOR
_‘ . BUREAU OF LAND MANAGEMENT
CARA | Comment Analysis and Response Application

Welcome Tyler Moss

My Profile

Notifications

Find CARA Projects by Name or ID

) Advanced Search /

My Tasks ||ty Projects | o
Project Info CARA Coding Status Letter Type
Project Name e e Analysis PALS Project = i New Early | Coding In Coding Uni All =
(D) R Type Status emment Feriod = Letters Attention Progress Complete RIS Forms 2
DOI-BLM-ID-1040- Salmon FO DNA Preparation and  8/30/2017 - 8/31/2018 0 0 0 [} 0 0 [}
2005-0001-DNA (Tyler Planning Other
Idaho Salmon DNA) Comment period for 'DNA
(NP-32) Document' with start date
Wed Aug 30, 2017
. . P . ’9 . . . . .
You will need to be in the “My Projects” tab in order to continue. Click on the project link
under the Project Name (ID) column you want to modify. Next click on the Comment Period
Home link on the left side of your screen.
8.4 Modifying a Comment Period
MHome rojects Reports My Profile Admin Support
Project = Home > Projects > Mulder Test No 1 #NP-96 > Other (descrip 1)
Project Home 3
Add Comment Period Other Comment Period
Edit Project
| other (descrip 1) pfi’ .| | Date: 08/30/2017 (Wed) - 10/28/2017 (Sat)
[ Comment Period o Time Zone: (UTC-07:00) Mountain Time (US & Canada) @
Comment Penod Setup v Description: Other (descrnp 1)
Letters -
s Activi rod
s Tk Comment Analysis Status: ctive [ned
Enter New Letter Viewing Status: LR Set to Teom Only |
Upioad Letters Reading Room Status: Active (Public Reading Room)
frm $snagecent Public Comment Form Status: Active {Public Comment Form) S tH
Form Change Log b
Coded Comments Download All Letters: | Download |
Concerms/Responses
|_Standard Reports Team Members || Letters H Comments || Concerns/| H Coding “ D Auto-markup
First Name | Last Name Username [ Emal ' Status POC
Barbara Colton-Bugg beoltonbugg beoltonbugg@bim.gov Active
Michae! Moore mimoore mimoore&bim.gov Active 4
Michae! Muider mmulder mmulder@bim.gov Active
Enk Ringenberg eringenberg eringenberg@bim.gov Active
| Manage | C—

pg. 98



From here you can manage your project and make any changes necessary to analyze your
comments. The first area you should examine is your Team Members. Ensure the Team
Members tab is selected and click the Manage button.

8.4.1 Team Members

The first step in modifying your project team members is to ensure you have all team
members necessary to work on your project. Partial search is supported for project name
search.

Step 1: Add a Team member. The members of your team should have been imported
from ePlanning when you created your project. If you do not see a team member or
you need to add a new team member, do so at this time. Select the radial button Add
Member from Directory. Type in a first or last name (minimum of 4 letters are required
for partial search). Click Search users. When the list opens select the user you want to add
using the radial button and click the Add User button. Your user will be added to your list.

First Name Last Name username Emal | smws [poc

LI Displaying items 1 - 1 of 1

Step 2: Deactivation and Removal of Team Members. You may Remove a Team Member as
long as they have done no work (e.g. Code letters) within the Comment Period. If you cannot
remove a Team Member, you still have the option to Deactivate them. To Remove or
Deactivate a member click on the button for either Remove or Deactivate.

First Name Last Hame Username Email Status | POC Action

Barbara Colton-Bugg broltonbugg broltenbugg@blm.gov Active
Michael Moore mimaore milmoore@blm. gos Active
Michael Mulder mmulder mmulder@bim.gov Active
Celene Nguyen cknguyen cknguyen@blm.goy Active
Erk Ringenberg enngenberg erngenberg@blm.gov Active

Once you click on either the Deactivate or Remove buttons, you will be prompted to confirm
your action. Click on OK to proceed. If you Deactivate a User you may Reactivate them by
clicking on the Activate button.

8.4.2 Coding Structure

Click the Coding Structure tab. At this time you may either select the default coding outline,
or customize the default template to suit your needs. The existing template is very long and
will likely contain items for coding letters that you may not want to use. If you want the
existing template, however, then you may skip this step.



To modify the structure click the Manage button at the bottom of the screen. Boxes with
checkmarks next to each area on your outline will appear.

Deleting codes: To remove an area simply click the checkmark to show an empty box.
Greyed out areas are areas where coding has taken already place by your team (you will not
see these the first time you enter this area). Each area also contains hints and additional
instructions. Be sure to save your work when done.

Customize Coding Structure

Customn coding categones may be added for topics specific to your project. To add a custom code, click in the appropriate
area of the eading strusture, using Other if the cade you wish to add does not fir inte the standard topic areas. You may
also create separate lists of Location codes (for on-the-ground locations) and Docurnent codes (for documeant sections or
pages referred to). & given comment may receive all four of these code types.

ER——
| Expand All |l Collapse All |

o Issue/Action

“ 101 Code TED/Pending
+% 102 No Further Response Required

1] i 103 Wiow

17 ciipp—
'_" 110 De=casion Process
#% 111 Public tnvolvement

'_" 112 Agency Organization

++* 120 Proposed Action, Decision

Adding Codes: To add a code at the child level, click on the code where you want the child
added and click the Add Custom Code button. Make sure the radial button Child is selected
and place the name of your code in the Description box. Then click Save. The example below
is a new child coded under code 102. Be sure to save your work when done.

Add Custom Code =*" 102 Mo Further Response Required

Parent Code: 102 No Further Response Required 7
i}
Create Code As: ®child Dsibiing 102.01 Beyond Scope

Tt Lisue/hctior = # 102,02 Position, Mo Rationale

Number: 102.04

L "
Description:  New Child Code Added 102.03 already Addressed
eere:] coeat| * 10204 New Child Code Added

Adding a sibling is done the same way but Sibling is selected in the radial button. In this
example sibling code 105 is added under code 104.

Selected Code: 104 Daffy

Create Code As:  Chid ®Sibling

ol =¥ 104 Daffy
Description: NewSibtingCodeA“eNm Mew Sibl mng Code Added

| Save § Cancel ]

Preview Coding Structure: Before you close out of the changes you made Preview your changes by
clicking on the Preview button. Ensure that your structure is complete and correct before continuing.
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You may also print an outline of coding as well.

Preview Coding Structure
| Print || Close |
- Tssue/Action

101 Code T6D/Pending
2102 No Further Response Required

—102.01 Beyond Scope
102.02 Position, No Rationsle
| 102.03 Already Addressed
102.04 New Child Code Added
103 Wow
103.01 Wowwy 2
+-104 Daffy
105 New Sibling Code Added

Editing Codes: You may edit custom codes that you create by selecting the code you would like to

change and clicking the Edit Custom Code button. Enter the new Description and click the Save

button.

Edit Custom Code
Type: Issue/Action
Number: 102.0201

Description: Nope

8.4.3 Select Auto-Markup
Click on the tab Auto-Markup.

This section allows the Auto-Markup list of terms which will be used for all letters that are

Public Comment Form Status: Active (Public Comment Farm) @
Download All Letters:

Team Members || Latters H Comments ” Concerns/Responses ] Dacuments

Coding Structure

= IssuelActon
--101 Code TBD/Pending
&1-102 No Further Response Required
£H103 Wow

submitted. Auto-Markup list of terms identify certain keywords contained within letters on the

letter coding page to quickly and easily identify potential comments that may require early
attention. Words in these categories will show up in imported letters as highlighted.

You can add or remove Auto-Markup list of terms for your Comment Period by selecting

or deselecting

O its corresponding check box.
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Listof Terms

You may view the terms contained within each Auto-Markup list of terms category by
clicking on the View button.

Terms O »

Auto-markup Name: Economic
Terms: Name
0.25

aesthetic qualities
aesthetic value
aesthetic values
affordability
affordable

ag industry
amenity value
amenity values
below cost

benefit

Now that you have set up your coding structure, you are ready to import your letters. Letters can be
synchronized from Back Office submissions, or be entered manually directly into CARA.

8.5 Letters

This chapter is all about letters.

8.5.1 Synchronize Letters (Submissions) from Back Office

Public Comment Submissions can be synchronized from Front Office and Back Office. Once
they enter CARA, Submissions become known as Letters. When a user clicks the Synchronize
Now button on a Back Office project’s Comment Submissions section, all Submissions will
be sent to CARA and appear as a CARA Letter.

The “In CARA” column of the Submission table will read “Y” for “yes” if the submission has
been successfully added to CARA.

Image in Back Office:



Comment Submissions

Comment Period: | Decision Record (08/29/2017 - 08/31/2018) v | (Search Filter)

Last Front Office Submission Synchronization:  Tue Aug 29 07:48:07 MDT 2017 Stnchionize)How

Submissions:

'3 items found, displaying all items.

Submission 1D Submission Date m{)rganization Delivery Type Map Comment In Cara =+ (jn Comment Period Status

Test-1-28204 Dg/28/2017 Erickson, Bill FDA Front Office Submission Form M b b ACTIVE
Test-1-208205 08/29/2017 Jacobs, Jim Front Office Submission Form N Y Y ACTIVE
Test-1-28208 02/29/2017 Williamson, George Forast Service Front Office Submission Form ] A A ACTIVE

'3 items found, displaying all items.

| Send to CommentWorks || Add Submission || Edit Submission || View Submission || Delete Submission||  Submission Listing |

Resulting Image in CARA:

Home > Projects > DOI-BLM-CA-D060-2017-0005-EA (Tmoss Palm Springs EA) #NP-38 > Other (Comment period for 'Decision Record’ with start date Tue Aug 29,
2017) > Letter Inbox

Letter Inbox

Letter # Author Name

Letter Type | " Date Submitted g To =]

Coding Status | V‘ Keyword 2]

Early Attention | " Received "

Exclude Forms and Duplicates
Letter ~ Date Letter Coding Early Size
Author Name Organization Name _ -

# Submitted Type Status Attention (bytes)

1 Williamson, George 08/28/2017 Pending In Progress Needs 367
Attention

2 Erickson, Bill 08/28/2017 Pending New Needs 560
Attention

3 Jacobs, Jim 08/28/2017 Pending New Needs 1353
Attention

W W E] Pagel of1 b M Displaying items 1 - 3 of 3

8.5.2 CARA Letter Inbox
The CARA Letter Inbox page provides the user with the ability to view all letters.
You may sort the columns by either an ascending approach = (e.g.,a ... to ... z, 1 ... to 100),

or a descending approach = (e.g.,z ... to ... a, 100... to ... 1)
Number of rows displayed on the Letter Inbox page can be configured in the My Profile tab.

Home Projects Reports Profile Admin Support

The top of the Letter Inbox (highlighted in yellow) is the search mechanism for finding specific letters.
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Home > Projects > DOI-BLM-CA-D060-2017-0005-EA (Tmoss Palm Springs EA) #NP-38 > Other (Comment period for 'Decision Record’ with start date Tue Aug 29,
2017) > Letter Inbox

Letter Inbox

Letter # Author Name

Letter Type | v| Date Submitted B Te =l
Coding Status | ~| Keyword @
Early Attention | '| Received "

Exclude Forms and Duplicates

Letter X Date Letter Coding Early Size
Author Name Qrganization Name

E3 Submitted Type Status Attention (bytes)

1 Williamson, George 08/28/2017 Pending In Progress Needs 867
Attention

2 Erickson, Bill 08/28/2017 Pending New Needs 560
Attention

3 Jacobs, Jim 08/28/2017 Pending New Needs 1353
Attention

B 4« (1] Pagelt lf1 » M Displaying items 1 - 3 of 3

The drop down menus are easy ways to search the Letter Inbox. This area is a quick way to review all
letters in CARA and see which ones still need analysis. CARA Letters are organized in the following
Coding Status:

1. New
2. In Progress
3. Coding Complete

8.5.3 CARA Letter Creation (Enter new Letter)

The CARA Letter Creation page allows users to create a Letter for a Comment Period.
To enter a new letter follow these steps:
Step 1: From the Comment Periods left navigation, within the Letters section, click on the
link for Enter new Letter
Faormal -
Comment FPericd Home
Letters -
Letter Inbox
Enter Mew Letter

You may also click on Enter New Letter from the Comment Period homepage, Letters tab.

Tezm Yembers _=tiers Comments Co':em‘ﬁgspmsgz Coding Stnucture | Dotumenis H Aute-markuc

New < Early Action Reguired . Coding Im Progress . Coding Complete °

Usique Letters = Form Letters 2 Total Letters

Step 2: Enter all required information on the Enter New Letter page. In order to successfully
submit the letter the Last name of the author is required. Note: CARA uses “Anon” as the first
name of the author in the event that the last name is known but the first name is not when the
letter has been successfully submitted.
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tame > Frodecty > Duttelo Gap (Werl Geograabic Arna | aod Qalale National Grassinads Graoma BAMP 23506 > Tarmal > istieng > Unter Naw Leltar

Enter New Letter

Project Kasne (1D} Sutfaks GAD (Wes Gecgrapnic Arsa) ard Commant Period
= Naoural o rda Grasirrs RAME
Unats: Sym 2dpe Ranger Datres, Fal Alver Amper Distnct. Mebagssy
Drganization *  Drganization Type
Tithe Diticiat Reprossstative Type
First Name Last Nawme
Address | Addraes 7
City State
Province/ Regios 2ip/Postal Code
Country it Staies » Preferred Contact Method Co Mee C=tart
cmail Phone Number
Letter Text
Attachments Brows
Datn Subwwtted 1" Delivary Type
Within Commment Pariod | Tas +  Common Tnterest Class

If the letter is being submitted anonymously, or the name of the author is not known, then the
check box for
anonymous submission must be checked.

[] check it U wish to submit the letter ancnymously

If the preferred contact is selected as Email, then an email address is required for submission.
If the
preferred contact is selected as Mail, then a valid address is required for submission.

Preferred Contact Method Email -
Do Mot Contact

Email

Mail

You may also upload Attachments via the Browse button, the + icon is used to add additional
attachments.

Supported formats for uploading documents include: .doc,

.bmp, .docx, .gif, .htm, .html, .jpeg, .jpg, .pdf, .png, .ppt, .pptx,
atf, .sgml, tiff, .txt, .wpd, .xls, .xIsx, .xml

achments e )
At ‘ Step 3: You may Submit the letter
by clicking on the Submit & Go To Letter Inbox button. You may Cancel the submission by
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clicking on the Cancel button.

Once your letters have been submitted you are ready to start coding the comments in the
letters for later analysis. From the Letter inbox click on the Letter # link.

Home > Projects > DOI-BLM-CA-D060-2017-0005-EA (Tmoss Palm Springs EA) #NP-38 > Other (Comment period for 'Decision Record’ with start date Tue Aug 29,
2017) » Letter Inbox

Letter Inbox

Letter # Author Name

Letter Type [ ~| Date submitted | ] To | ]
Coding Status | - | Keyword @
Early ion | ~| Received [ -

["JExclude Forms and Duplicates

Letter N Date Letter Coding Early Size
Author Name QOrganization Name . .

2 Submitted Type Status Attention (bytes)

1 Williamson, George 08/28/2017 Pending In Progress Needs 867
Attention

2 Erickson, Bill 08/28/2017 Pending New Needs 560
Attention

3 Jacobs, Jim 08/28/2017 Pending New Needs 1353
Attention

o ‘ W4 (1) pageli RF1 b Displaying items 1 - 3 of 3

8.5.4 Letter Coding

The CARA Coding Page facilitates the process of coding comments within a letter.

Haree Projects Reports My Profils Adrmin Suppert
i ijen — Home > Projects » Mulder Test No 1 #NP-96 > Other (descrip 1] > Letters > Letter #1 > Lel
Project Home .
Add Commertt Period Letter Coding
Edit Project
Qther (descnp 1) - | § :
Camment Periad Home Coding [ Datails ]
Comment Period Setup - Attachments @
Letters —_— - Document
Letter Im
Enter New Letter Mo records to display
Upload Letters
Form Managerment
Form Change Log 10 pt * | Show Comment & Auto-markup * | % No Comment Selected =
Coded Comments
Docummant list
Concerns/Responses

Displavs contert and victual documents, Enables full browsing and content-seeking capabilities, Uae this widget to 4
the widget) to enable guick search capabilities from the widget.Mote: Administrator can control the availability of ou
Right Frame{commant and]

Propartiss

Displays proparties of the selected contert[comment: 1-3]

Preview

Displaws the selected content as a slideshow. You must set up an ADTS rendition server to render praviews and stod
Vargions[cammant: 1-4]

Displays & list of the wersions of the sslected content.

‘Widget Gallery[commant end]

In addition to the Widgats shown in the default Work Space, cther Widgets are availabla from the Widgats Gallery |

Standard Reparts

Caoding Status: Complete In Progress Last Updated: arg/2017
Mawvigate To: Last Updated By: mmulder
Legend: - Commaent B - suto-markup B - Current Comment
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The CARA Coding Toolbar provides users with the essential tools that will help them in the
Coding process.

10pt % | | Show Comment & Auto-markup % = No &dd'l Tag Found =2 B

You can change the font size of the text.

10pt w

f10pt o
12 pt
14 pt

Designate your preferred font size in the My Profile tab in the global navigation.

You can change your view of the letter to display Auto-Markup + Comments, Only Auto-Markup,
Only Comments, or None.

Showy Comment & Auto-markup v

T=howy Auto-markup i
Showy Comme
IHTIE

You can Toggle between the selected view items (Auto-Markup, or Comments) by clicking
the Next or Previous buttons.

. [auto-markup:Request for
Information] oy

conflict with hear figure -- cle Purm -- wife of pursuit. I faltered, "Much of 2 great black hair. Az it out a
general shop transactions. Biddy was going out in the kitchen, and oh, a2 rmorment I was going to
scale, as biled -- what secrecy there was gone. The shape of returning such times as the hand. She
gave me away now, and understandin g, Pip -- and the whole verse -- an Accoucheur Policernan had
seen anything to replace the torches, and carrying the flowers, and applied herzelf to do it az he was
Mr Wopsle, the gun RV car [auto-rmarkup:Economic]meoney[auto-rmarkup end]

rustily barred, There was not the man I might -- I really see him, as he were quite as Revenge,
throwing down town?' returned the vigour of 2 gilded looking-glass, and careful perspicuity, that
young rnonster, while [comrment:25]they had a shrill yell of hiz invizible gun[comment end]. He was
flying, and I am on the off-hand sergeant, struggling at a fish, dull staring at which I began to both
brought back, and leaned upon it between the mist, as if [ made bold to itself, I passed me -- the
irmpending pursuit not gone lang, Joe?' “Ma, old rnarsh churches to

A o [comment: 2-2] = 4
conflict with her figure -- cle Purn -- wife of pursuit, I faltered, "Much of 2 great black hair, As it out a
general shop transactions, Biddy was going out in the kitchen, and oh, 2 moment I was going to
scale, as biled -- what sacrecy thare was gone. The shape of returning such tirnes az the hand. She
gave me away now, and understandin g, Pip -- and the whole verse -- an Accoucheur Policerman had
sean anything to replace the torches, and carrying the flowers, and applied harself to do it az he was
Mr Wopsle, the gun RY car [auto-markup:Economiclmaney[auto-markup end]

rustily barred. There was not the man I rmight -- I really s2e hirn, as he were quite as Revenge,
throwing down town?' returned the vigour of 2 gilded loaking-glass, and careful perspicuity, that
voung monster, while [cormment:25]they had a shrill vell of hiz invisible gua[cormment end]. He was
flying, and I am on the off-hand sergeant, struggling at a fizh, dull staring at which I began ta both
brought back, and leaned upon it between the mist, as if I made bold to itself, I passed me -- the
impending pursuit not gone long, Joe?' "Mo, old marsh churches to



As a result of toggling from comment to comment, the Manage Comments section in the right panel
automatically displays related information and options for comment management for the comment in

focus.

Coding Comment Auto-markup

“ Comment #z-2 W

Concern/Response #2

% 3501 Threat of harm

Osample statement
e Further Response Reguired
Mo Further Response Reascon:

If Other:

Annctsticns

You may link two pieces of text together and code them as one comment by clicking on the

link icon "~ . First you must create a Comment. Then highlight the additional piece of text
and click the Link Text icon from the Coding Toolbar. Select the comment you want to link
the text to from the corresponding radio button and click Link.

Link Text to Comment =

Please select a comment to link the text to:
Comment #:

Select | Comment 2 Text

O 7-1 page sets that discuss water

You may compare a Form, or Form plus letter to its Master Form letter by clicking on the

Compare to Master ' =". Once in the Comparison format you will be able to visually detect the
extra language that may be on the Form plus or Master Form letters.



Compars oo Mastas Lettar
Letter #4 (WWF form letters)

SEmEate st Master Soom i Set (VIR form lettery = B Ze-cesne

Laktter Toxt

Mastes Lottes Toxt {WWF fonm lattare)
» N RUGRE CPCR SPAM AR WEEW VIS SN GAmLe 5 wew oy s av > mger vrey

Legend: =1 Aczed Celatnz Godtec

Compare to Master Form is not available for Duplicate or Master Form letters.

You may re-designate the letter as a Form, Form plus, Master Form or Unique from the re-
designate drop down and clicking Go.

Re-designate: | - |

You may also compare a Form, Form plus, or Unique letter to the Master Form of another set
by selecting the set from the Compare with Master Form from Set drop down and clicking Go.

Compare with Master Form frem Set: |W'n."'.'F form letters v|

You may click on the Full screen Icon =" to activate the Full Screen coding capability. This
feature allows the user to focus on the coding activity by removing excess information (e.g.,
letter attributes) from the screen.

Letter Coding &35

Rar ot e b b v o b
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Click on the normal view icon (4 to return to the regular letter coding page screen.

Coding a letter involves using the Right Panel on the Letter Coding page. The right panel consists of
three sections namely Coding, Comment, and Auto-Markup. You may use the Tabs to move between
the sections.

Coding Comment Auto-markup

Advanced Search
Issue/Action
Resource/Raticnale
- Location

+[~Early Attention

The Coding section of the Right Panel is where the user will select the codes they want to apply to a
letter excerpt (i.e., comment). First a User must select the text that they want to designate as a
comment.

0pt % | | Show Comment & Auto-markup % “ Pending Comment &g O

Please pEE g AR PRI, They hurt the Wild life, See my attached image,
Then they can find the code that they want to apply to the comment.

You may filter the list of codes by Clicking on the Advanced Search Advanced Search |ink,

You may Code up to 10 Codes per comment. Applying at least one Early Attention code to a comment
within the letter will change the Letter’s Early Attention Status to ‘Coded’.
To begin the coding process you must first activate the textbox.

Step 1: Click on the letter text area. Once in the Letter coding textbox, you may move around to reach
the desired comment location.

- A

10 pt ¥ | Show Comment & Auto-markup ¥ - [comment:1-3] D = - QO

Documaent lst

Displays content and virtual documents, Enables full browsing and content-seeking capabifities, Use this widget to access the content context menu. Displays results fron

the widget) to enable gquick search capabilities from the widget.Note: Administrator can control the availability of quick search for Document list widgets.[commenti1-2]

Right Frame[commaent end]

Properties
Step 2: Highlight the desired content you would like to code.

10 pt * | Show Comment & Auto-markup * o Pending Comment B == | e

Documiant list

Faplays content and virtual decwments. Enables Tull brewsang and conbeni-sseking capabiltes QEECEETEEETTE ERETEETR R T R i ST o S N TR )

(7

-Toul

the widget) to enable guick search capabilities from the widget.Mote: Administrator can control the availability of guick search for Document list widgets.[comment:1-2]

Right Frame[comment end]
Propartes
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Step 3: Click the Codes Tab. Select Main areas such as Most Used Codes, Issue/Action,
Resource/Rationale, and Early Attention by clicking the + sign next to the category. Select the codes
desired by checking the necessary boxes those with a + can be expanded further. When finished click
the Apply Codes button. The check marks will disappear.

Codes | . || Auta-markup | Codes || Comment | auto-markup
Advanced Search Advanced Search
- Mozt Uzed Codaz =~ Most Used Codes

- « | Issue/Action
102 Mo Further Response Reg
. +-Resource/Retionale
103 Wow [2)
Early Attention
120 Proposed Action, Decision
501 Threat of harm

: I“"H’“:llml ¥ 502 Notice appeal or litigat
101 Code TBD/Pending 503 Prab'_w.edx alternative
+*® 102 No Further Respense Reg 504 Requires detailed review
$% 103 wWow s~ 505 Government entities
=~ 104 Daffy 508 Request public mesting, ¢
105 Mew Sibling Code Added =~ 507 Requests for Information
% 112 Agency Organization 508 Comment Period Extensio

Step 4: The area you highlighted will now show up as green which means it is the current comment
that you are actively working on. Click on the Comment tab. This where you can see the codes you
selected for the comment. To move from comment to comment simply click the arrows next to the
comment number. You may also mark the comment as not needing further response and selecting the
reason why. You may also add special notes in the Annotations box. When finished click the Save
button. When more comments are identified the green comment will turn yellow. If you want to
review previous comments click on the highlighted area and it will turn green to activate.

10pt * |Shu:w.' Comment & Auto-markup ¥ & [comment: 1-6] B e T
Decument list{commanti1-6]

Displays content and virtual documants. Enables full browsing and content-sseking capabilities [commant and] Us:
(docked at the top of the widget) to enable quick ssarch capabilities from the widget.Note: Administrator can conls
Right Frame[comment end]

Froperties

Displays propartias of the salacted content]commant:1-3]

Brmuimn

Displays the selected content s & shideshow, You must ==t up an ADTE rendition server to render previews and sto
warsiors[ commant 1-4]

Displays & list of the varsions of the selected cantant.

Widget Gallery[eemmant aad]

In sddition to the Widgets shovwn in the default Work Space. cther [comment: 1=-5]Widgets are available from the ¥

Cnﬂing Status: In Progress Last Upﬂuted: B/30/2017
Nawvigate To: Last Updated By: mmulder
Lagemi: - Comment - Auto-markup - Current Comment
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. ’ \ . I —— —
Codes | Comment Auto- p Codes || Comment || Auto-markup

& - ®
- l:n-m Comment #1-6

Jump to Text

102 Mo Further Responss Reguired
112 Agency QOrganization

103 Wow

502 Motice of appeal or liigation

HH N

Sample Comment
“INo Further Response Required
No Further Response Reason:

Sample Comment ( =]
No Further Response Reguired ‘
Mo Further Response Reason: | aiready Decided by Law
| - Afl pequiation, or Policy
If Other: |Beyond the Scope of the
| Proposal
Annotations | Conjectural in Nature or Not

E‘ Supported by Scientific Evidence
| General in Nature or Position
| Statements
| Other (If Other, please specify)
|Unrelated to the Decision Being

Step 5: An optional area is where to select predetermined Auto Markups. If you selected these at the
beginning of setting up your project. When you check the box any key words in the category selected
will be highlighted in blue in the letter being coded. When completed click Save.

Select Auto-markups

Select | Name Description
o Reqguest for Comment Extension A list of terms used to identify letters that may be
reguesting an extension to the comment pemod.
Threats & list of terms used to identify lstters that may require
immediate attention due to a potential threat of harm.
Reguest for Information A& list of terms used to identify letters that may be
reguesting additional information.

En =
Select the “Save” button to capture the auto-markup validations provided.
o In the event that the term occurs more than once, you will only need to designate its
applicability once.
. You may expand the List of Term category by clicking on the + icon to expand, and the — icon
to collapse.
o When a user indicates that an Auto-markup term found applies, the term is displayed within
the letter, the term is available on the Early Attention Standard Report for the Comment Period.
. Additionally, the Early Attention status will indicate that this letter ‘Needs Review’.
. When a user indicates that an Auto-markup term found is Not Applicable, the term is removed

from display within the letter; the term is not shown on the Early Attention Standard Report for the
Comment Period. Additionally if all the Early Attention terms are determined to be N/A, the Early
Attention status will display ‘Not Required’.
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. When all of the Auto-markup terms found within the letter are either Completed or declared
Not Applicable, the Early Attention flag is lifted from the letter and as a result the Early Attention
Letter count is decreased on the My Projects, Project homepage, and Comment Period homepage
Letter count tables. Additionally the Early Attention status will display ‘Completed’.

o Also, you may enter an annotation (comments) associated with each individual auto-markup
term. Select the “Show” button next to Annotation and a text box will be displayed. Enter any text in
the box or view annotations saved previously. Selecting the “Hide” button will close this annotations
text box.

Click on Select Auto-Markups to activate other List of Terms not selected at Comment Period

Step 6: Any documents that were submitted with the letter upon ingress will be displayed on the
Letting Coding page.

Attachments
Decumaent S0 (bytes) Aaion @

N2

You may click on the File name to download a single file, or the Download All button to
download all of the documents.

To use the Append functionality from the attached documents you may click on the Add
Content to Letter button. From this page you will be able to see how the text will be displayed
in the letter for coding, approve by clicking on the Add to Letter button and append the
attachment text to the letter.

Home > Profects > [4-102 - Seecial Use Road Easement [Thomas Dyer] £14200 > Formal > Letiers > letter £7 > Add Docament Centent to Letier

Add Document Content to Letter

Docament Name:

Coatent:

Delete a Letter

When the ‘Delete’ button is displayed, in the upper right hand corner of the Letter Coding



area, you may delete the letter if desired by clicking the button. A confirmation message will
appear to confirm you want to permanently delete the letter. It is strongly suggested you do
not delete letters.

8.6 CARA Coding and Comments Management
CARA allows users to Code comments in letters which provide useful insight from the public.
These comments are then listed on the CARA Coded Comments Page.

8.6.1 CARA Coded Comments Page

CARA allows Users to view the Coded Comments from the Coded Comments Page.

Srasect wcte > 01-101 Narrows Pess Thinaing #31088 > Farmal > Coded Comments

284 Comurnack Darlod Coded Comments
Codus & Codu lype
Xeoywords Cancern/Kusponse

Sample Statemaent - Mo Ferther lespomse Raquired ||

Annctatioes

The checkbox next to the Comment IDs allows you to select comments to include in a Concern
statement and Response.

If the check box cannot be selected, and a Concern Response # is listed next to the Comment
ID, then that comment is already a part of a Concern Statement and Response and cannot be
selected for inclusion in another Concern Statement and Response.

Comment IDs are unique to each Comment Periods.



8.7 CARA Concern and Response

CARA Concern and Response functionality allows Users to respond to the public comments.

8.7.1 Concern and Response Creation Page

This page allows CARA users to include a Concern statements (optional) and Responses for
one or more comments. This comes in very useful in creating the same response for all like
issues in the outline.

et * | tome> Pouesta> 0143 Commersal Thomng o a Watershed #5542 > Lufeomal - sommersial thinoon > Conssms/fAnsganses > Concarn/Renpoass 87
cotazt Wz

” real Concern/Response #7

N oMM - - -

Infocmel+ seymescisl Czmmmunt « Coces Zemsie Statement Rtion
Dty 33 lzaue Astcn

Cum m

ctin

.

__________
Concemn Statwmvent

B 7 0 whe|(inharmed fen = ||(nsantez sam) | Al

=2 EmaAm = FiE
Uooomants Feemant vl -
Response
M4 U el (nnerttezfon v licentezaize: vl AITI A Y E R BEN = = FR
Farsgoagh - -
15 the puble abbust the Carmmurcint thieeing in & watarsbad wformal communt period, Sar

Step 1: First you must select comments to include in the Concern statement and Response.
See the Selecting Comments to include in a Concern and Response section for more
information on the various methods in which you can select the comments.
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Once you have selected the comments to include in the Concern statement and Response, and
are on the Concern and Response creation page, you may review the comments. If additional
comments are needed k on Add More Comments to add additional comments.

Sommant & tcces samgple Srxtament Asticn

Concern Staternent

n
I
T

B & U s | (wbenbed Tont = (inharted sise) (=l =l

Bow o o -
s [ —=—

Format ~| &= 1 4

Step 2: Write the optional Concern Statement in the Concern Statement text box. This is an
optional step.

This will change the status of your Concern statement and Response to Concern in Progress.
Once you are Finished with the Concern Statement, click on the Ready for Response button.
This will change your Concern statement and Response status to Ready for Response.

Status: Concern In Progress
Last Updated on: 3/3/Z011

Last Updated by: =zczmith

Step 3: Next you can create a Response Statement in the Response Statement text box.

Response Statement

B [ U abe V|..-,.—~u..-v.,..v: =] (Inhested size) | = ‘._\’- ‘; - EE3B = it 4
Format - - Ll

This will change the status of your Concern statement and Response to Response in Progress.
Once you are Finished with the Response, you can click on the Response Complete button.
This will change the status of your Concern statement and Response to Response Complete.



Status: Ready for Response
Last Updated on: &/13/2011

Last Updated by: =zczmith

Click on the Save button to save your progress anytime. Click on the Delete button to delete
this Concern statement and Response

8.7.2 Selecting Comments to include in a Concern and Response

You may Select Comments to include in a Concern statement and Response from the
following four methods:

1. Coded Comments Page
Somment Sancer Samgie
Balac . Auspenes = e Statemant et feson
C t has o3
2. Directly from the Letter Coding Page

! Comment #5-2 =

3. From within a Concern and Response Creation Page from the Add More

Concern/Response #6

Comment = Codes Sample Statement Action
2-4 501 (Early Attention) @Yez ONG
4-1 202 (Resource/Rationale), 210 (Rescurce/Rationale) OYEE G[‘Jc
E5 ' b Displaying items 1 - 2 of 2

Comments Button.
4. From the Concern and Response Listing page



Create Concern/Response J Edit Sequence

Expand All

‘ Sequence | Concern/Response # Status Last Updated
H 1 46 Response Complete 3/30/2011
(jericson)
H 2 45 Response In Progress 3/30/2011
(jericson)

t!"p‘|<<>>|

Displaying items 1 - 2 of 2

Create Concern/Response J Edit Sequence

8.7.3 Status of Concern statements and Responses

CARA organizes the Concern statements and Responses into the following status types:

Concern in Progress
Ready for Response
Response Complete
Response in Progress

HodpE

8.7.4 Concern and Response Listing page

CARA allows Users to view the Concern statements and Responses that were generated in

response to the public comments.

s -

v . | Hottee > Pealesty > 0133 - Commurcanl Thinmm s o Watsrahed #8323 > Infocmal - ¢ sl Ll > Concerns/Responses
Project Home
Add Comment Period Concerns/Responses
Infgrmal - cammaercial  « °
diE . Gtatus ¥ Kaywords
thinmeng” (o
Cemment Period Hema Last Updated From o Last Updated To ri]
Lottes -

tathiy Irbm = e

Entar Nlaw Latter

Usisad FOMS Letters |Owats Concern/Razpoma J £t Beauance

Uplops Emed Latten | 'm0

| Expand Al

Foem Mensgament el 'ng,_.

Form Thange Leg | Secuence 1 ConcervResponse » Status | Last Updated
Dt : - Rusponse Comalets 4/8/2012
Concerna/ Nmxponans

(1ecizzon)
Reperts
Team Members 4 Rasponse Tn Progress 4/1n/30it
Documants enresa)
Coding Structure . farpanee Complete 4/20:3031
Ao~ markud {weemith}
Satvo Wisa B § Resdy for Response 8/15/2011
[acemith)
2 Sasponse Complete NI201%
KErmeaw )
15 ‘ \ ] "o Dizplaying tems L - 3 of =
G Co 7y | £t Sen o
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8.8 CARA Reports

CARA allows users to generate reports to display useful information in a specified manner.
There are 10 Standards reports available within each CARA Comment Period, as well as the
option to generate Custom reports across CARA Projects and CARA Comment Periods.

8.8.1 CARA Standard Reports

The CARA Standard Reports section provides the user with predefined reports that can be run
with one click. The users then have the option to export them to the .PDF, .CSV, .XLS, .RTF,
XPS, Tlff or Web Archive formats. You may also Print the report.

U5. DEPARTMENT OF THE INTERIOR
» BUREAU OF LAND MANAGEMENT

E? " CARA | Comment Analysis and Respanse Application

Home m Reports My Profile Admin Support

Froject *| Home > Projects > DOI-BLM-CA-D060-2017-0005-EA (Tmoss Palm Springs EA) #NP-38 > Other (Comment perio
Project Home Tue Aug 29, 2017) = Standard Reports
Add Comment Period
. Standard Reports
Edit Project p
D EEE s Name Ordered By Action
for 'Decision Record” with
Coding Structure Code Number
start date Tue fug 29,
Early Attention Coded Comments Code Number
2017)
Comment Period Home Comments Code Number
Comment Period Setup - Responses to Comments
Letters - In Progress Concerns and Responses C/R Sequence Number
Letter Inbox
Comments, Responses, No Concerns Commenter Last Name
Enter New Letter
Upload Letters Comments, Responses, No Concerns C/R Sequence Number
Form Management Concerns, Responses, Mo Comments C/R Seguence Number
Form Change Log
Concerns, Responses, Sample Comments C/R Segquence Number
Coded Comments
Concerns/Responses Concerns, Responses, All Comments C/R Segquence Number
Reading Room Mgmt C/R Sequence Number, Excluding Forms Commenter Last Name
Standard Repeorts
Team Members Last Name
Mailing List Last Mame
Demcgraphics NSA
Untimely Submissions Letter Numbers

Step 1: From the Comment Periods left navigation click on the link for Reports
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Project a

Project Home
Add Comment Period

Informal - commercial &

thinning

Comment Period Home

Letters -
Letter [nbox
Enter New Letter
Upload FDMS Letters
Upload Email Letters
Form Management
Form Change Log

Coded Comments

Concerns/Responses

Reports

Team Members

Documents

Coding Structure

Auto-markup

Setup Wizard

You may also access a Comment Periods Standard Reports from the Reports tab by selecting

a CARA Project and the corresponding Comment Period.
Home Projects Reports. My Profile Admin Support

Home = Reports

Reports

Step 2: Click on the Standard Report you wish to run by clicking on the Run button for the
corresponding report.

Home > Projects » Quisgue at metus quis #10010 > Formal > Reports
Reports

:

| MName

Coding Structure
Comment
Demaographic
Early Action
Mailing List
Organization Type
Response Status

Response to Comment (Horizontal View)

Reszponses B Concerns
Responses, Concerns, and all Comments

Responses, Concerns, and Sample
Comments

Response to Comment (Vertical View)

Responses B Concerns
Responses, Concerns, and all Comments

Responses, Concerns, and Sample
Comments

Team Member

Untimely Commeants

If the Comment Period has been Archived, the Run button will not be displayed for some of the

reports. Instead, the View Archived Report button will be displayed.

pg. 120



Step 3: After viewing the report you have the option to export them to the .PDF, .CSV, .XLS,
RTF, .XPS, Tiff, or Web Archive formats. You may also Print the report.

I( L l:lofl > }HIDD‘:’: VIExpcrttctheselectecfcrmatV| L] i

8.8.2 CARA Custom Reports

The CARA Custom Reports section allows users to generate Custom Reports based on user
selected criterion. The users then have the option to Save the reports to the My Reports section,
or export them to the .PDF, .CSV, .XLS, .RTF, .XPS, Tiff, or Web Archive formats. You may
also Print the report.

Home > Reports > Custom Reports

Custom Reports

Generate Custom Reports by the Search Parameters below: Your Search Parameters:

Filter by Project

Select Search Filter:
Your Report Presentation:

| ‘ Columns
»
Select Search Filter:
I =]
[Response Text]
Columns marked with an asterisk = wil not be
displayed in the Preview but will be included in

Select Search Filter: the exported report.

| ~]

Change your report presentation by selecting the options below:

Information Category

I

Column:

iH

Sort Columns by:
~ | |Ascending -

Then by:

~|[Ascending -]

Then by:

~ | [Ascending ~|

Step 1: From the Global Navigation click on the Reports Tab, and click on the Custom
Reports button.
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Home Projects m My Profile Admin Support

Home = Reports

Reports

Step 2: Select the criterion you wish to return. Options include:

Submitter: Last Name, First Name, City, State, Zip/Postal Code From/To, Country,
Organization, Organization Type, and Official Representative

Submitter

Last Name First Name

City State | vl
Zip/Postal Code From: To: Country | v|
Organization | 'l Organization Type | 'l

Official Representative Type | vl

Letter / Comment: Delivery Type, Submitted Date From/To, Letter Number, Letter Text,
Comment Code, Concern Text, Response Text

Letter/Comment

Delivery Type * | Submitted Date From: | To:
Letter # Letter Text

Comment Code

Concern Text Response Text

Project Information: Project Name or ID, Activity, Region/Forest/District, State, Country,
Project Type, Analysis Type, Comment Period, Comment Period Description

Project Information

Project Name or ID 10010 Activity [ -
Region,/Forast/District State | 'l
County Project Type | -]
Analysis Type * | Comment Period | v|

Comment Period Description

At least one criterion must be input by the user amongst any of the Project Information,
Letter/Comment, and Submitter options.

Step 3: Select the option to Include data from Submitter, Letter/Comment, and Project
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Information

Select the view(s): [“lsubmitter [Fletter/Comment Mergizct 1nformation

Selecting a view will display those fields when the Custom Report is generated.
Step 4: Click on Run button to run the report.

You may press Clear button to clear all criterion and start over.

Include data from: DSubmiH:er DLetter_-"Ccmment P‘rcject

Step 5: Review the report to ensure you want to proceed.

et > Baaatts 3 Cantenn Kegort Raddie

Custom Report Results

Sanrch Pararnatary: Prafect Aewve o 10 st Svarwet Oow n
T Patt | Avaly Cirorwirt L Cvorrs
e ot Hene e o oY tiaves Nagine | Freests | Cabiale | Slates | Cuesties
Rarviee Tioe Tewe renes Paris Danis
.....

In the event that you wish to make changes to the report click on Modify Search button.
Step 6: If the report is satisfactory you may click on Show in Report Viewer button to create
the Printable and Exportable version of the report.

=y U5 DEPARTMENT OF THE INTERIOR

‘-ﬂ—_-_f? BUREAU OF LAND MANAGEMENT

" CARA | Comment Analysis and Response Application

Coding Structure Report

Project: DOI-BLM-CA-D060-2017-0005-EA (Tmess Palm Springs EA) (NP-38)

Comment Period: Other - Comment period for ‘Decision
Record" with start date Tus Aug 29, 2017

Period Dates: B/29/2017 - 8/31/2018 Generated:  8/30/2017 11:25 AM
Code # Code Name ngTent
Total Comments 3
Issue/Action

101 Code TBD/Pending 0
102 No Further Response Required 0
102.01 Beyond Scope 0
102.02 Position, No Rationale 0
102.03 Already Addressed 0
110 Decision Process 0
110 M Dnlac Mirtharitias n
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From the Report viewer you will have the option to export the report to the .PDF, .CSV, .XLS,
RTF, .XPS, Tiff, or Web Archive formats. You may also Print the report.

I‘( { I:lofl > )HIDEIE-‘: VIE};pcrttctheselectecfcrrnat Vl 'T:ll E

Step 7: You may also click on Save to My Reports button to save the selected report criterion
for later use in the My Reports table. Once Save to My Reports is clicked you will have the
option to provide a short title for the report, as well as designate the Report as Private
(Available only to the user), or Shared (Available to all CARA users).

Save to My Report 4

This will save the parameters of this report so that
wou can run it again at your convenience, If vou'd like
to save the results of this report, you can do so from
the Report Yiewer,

Mame

Type () Shared () Private

8.9 CARA My Reports

The CARA My Reports section allows users to retrieve the reports generated by users which
were saved as either shared or private reports. This section is not for the creation of reports,
rather a display of the saved reports.

AS! Fcosystem Management Coardinatio
‘l “\, CARA  Commen A yivals and Response App

woerme  tenperte TIRERIET Wy tvaids  Adeis  Woppeet

s > Reparts
Reports
Sandend Repaas. | Custem Repacss | ) fescta

| View Ooptramse 19 SSEers & Shwied Arpots -
MTw Crasted by Dace Crames Tyoe yowreres daton
ot e S30450L3 Zrered Lt Name: oo Sulmetter View: Yo, Lither/ Comment View: s, Project Viess: ‘e [ ot [l owty Sawrn)
=4 Tyzw Razzris burvher sanuman Sreved  Analysts Type 22 Sehwsttor Veew: Tut, Lufter/ Commend Veew ! fve. Troject Vees: Tes [ bt [ ety Snern)

wit Cumiere  peccarrme  $a/31 Drerwd  Asalven Type CF Submiiter View Yex Letber/ Cammmet View (es Project View: Vs 2 CEEETTED

acameh SarL253011 Srecnd  Laet Namu wvr. Sabeitter Veew: Yo Letter) Commern View: Tee Project View: 'os [ o Mhuddy Badezh)

Srarwd  Submitter View: Yo Letter) Conumant Yiew wr. Project View: ‘o

Step 1: From the Global Navigation click on the Reports Tab, and click on the Custom
Reports Tab
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. R 0
Home Projects Reports My Profile Admin Support

Home > Reports

Reports

Step 2: You may view and run the report parameters for Shared reports from the drop down.
These reports are created and shared by other CARA users.

My Reports Only -
My Reports & Shared Reports

My Reports Only

Shared Reports Cnly

View Options:

Step 3: Click on the Saved Report you wish to run by clicking on the Run button for the
corresponding report.
SOL0 azant ORORITIE  Funlic Peaject Nameor TD; 19017 Submittar View: Yer. Lettar/ Comment [Wus [ Otom ]
View. rar. Project View Vér

Once a report has been run you will have the option to Modify its Search criterion, Show in
Report Viewer as well as Save the Report to My Reports as a new saved Report.

You may also Delete a report saved to the My Reports section by clicking on the Delete button.
You will be prompted to confirm, click OK to confirm the deletion
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Chapter 9. CARA Stand Alone

(Special Permissions Necessary for This Section)

9.1 Introduction

This chapter is designed for projects that do not need ePlanning projects attached to them.
Only limited personnel with special clearance from the ePlanning User Representative will
have access to create projects outside of ePlanning using this method. This set up should not
be used if you have an ePlanning project attached to the NEPA Register as it will not allow
Front Office submissions to enter CARA.

9.2 Creating a New Project in CARA

Function

This section allows the users to create a CARA Project that
is not and never will be present in the rest of ePlanning, as
well as assign a CARA Project manager to the project.

° This functionality is only available to the Super
Users, and Coordinators

o This step does not apply to the Add Comment
Period wizard

° This step does not apply to the Modify Comment
Period wizard

Work flow

Step 1: From the homepage, click on the New Project
button

i@ This button is only available from the CARA homepage




Step 2: Click on No to distinguish this as a Project that is
not and never will be in the rest of ePlanning.

Is your project in ePlanning? Yes ®No

A notification will tell you that adding a project in this
manner will preclude any future link to Back Office. Click
OK to confirm.

Information

By selecting "No” you are stating that this project will never be addg
to Back Office. If your project will be tracked in Back Office in the

future, vou should go back to Baclk Office, enter the project, then
come back to CARA.

Step 3: Enter a Project Name and click the Choose Unit
button to select a lead office from the resulting BLM office
structure.

Home > Create Mew Project Wizard

Choose a Project (1 of 8)

You can link your CARA project to a project in ePlanning or create a standalone CARA project. If you select a ePlanning
project to link to, the project infermation will automatically be transferred from ePlanning to your new CARA project. CARA
projects may contain more than one comment period, such as for scoping and DEIS. Please assign a Project Manager fo
your CARA project.

Is your project in ePlanning? Yes ®No

“Project Name: User Guide Project

*“Lead Office: Royal Gorge FO

Step 4: Click on the Next button to go to the next step
You can click on Cancel button to cancel any changes
and go back to the CARA homepage.

Authorized Roles Super Users, Coordinators
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Image

Choces = Projact (4 of 7)

9.2.1 Create a Comment Period

Function

Allows the users to create a new Comment Period within a CARA
Project

i@ This functionality is only available to the Super Users,
Coordinators, and Project Managers

i@ This step applies to the Add Comment Period wizard

i@ This step does not apply to the Modify Comment Period wizard

Work flow

Step 1: Provide a brief description for the Comment Period you are

AT

creating “Description: Pond YWildlife

Step 2: Click on the Calendar icon Z= to use the pop out calendar
to select the date when this Comment Period will become active




“Start Date: 2042011 [eH]

s M T W T F S
27 28 1 2 3 4 5
6 7 8 9 10 11 12

13 14 1|Tuesu:lay, March 03, 2I]11||
20 21 22 23 24 25 26

27 28 29 30 31 1 2

& You may also type in the date in the text field with correct
formatting

Step 3: You can modify the Duration of the comment period by
changing the number of days.

*Duration: a0 Cay(s)

@ You may make the Comment Period last longer

@ There is no minimum duration for informal Comment Periods
@ You may not decrease the minimum number of days required
for the comment period. Different Comment Periods may have
different requirements. For more information, review the
“Business rules for project creation” document located in the
Support section of CARA.

Step 5: Click on the Next button to go to the next step

@ Super Users, and Coordinators can click on Back to go back
one step.

@ Users can click on Finish button at this time to go to the
Project Acceptance page. Default values will be used for all
skipped steps. For the default values please visit the Project
Acceptance page below, or click here.

Authorized Roles

Super Users, Coordinators, Project Managers




Home > Create New Project Wizard
Edit Comment Period (2 of 8): User Guide Project

Chaosing formal, informal or objection comment period specifies the type of comment period and the appropriate web form
an: lay m CAR when the comment web

ent pe!
play . When applicable, thess dates will whenever
nt period as determined by the publication date of the newspaper of record.

|mage - = Required

“Comment Period: Other

Description: EIS Standard @

Time Zone: [(UTC-11:00) Coordinated Universal Time-11 ~le

“Start Date: 882017 | @

*Duration: 90 Day(s) [ ) Make comment period "Always Open” @

End Date: 11/15/2017 (Wed)

9.2.2 Add Team Members

This section allows the Super Users, Coordinators, and Project
Managers to assign a Comment Period Manager and Team
Members to this CARA Project’s Comment Period. Both the
Comment Period Manager and Project Managers can assign Team
Function members to this project.

2 Project Managers serve as the default Comment Period
Managers in the absence of a specified user as the Comment
Period Manager.

LT This functionality is only available to the Super Users,
Coordinators, Project Managers, and Comment Period Managers

@ This step applies to the Add Comment Period wizard

i@ This step applies to the Modify Comment Period wizard




\Work flow

Step 1: Add Team Members: You are set as the default
Comment Period Manager by default.

Roke firstName | lastName | Ussmams - Email Sigtus Agon

Cemment =ncd Manager  Yahya Za ¥213 ahyva.oa8agquiertoom  Admwe

'You can add another Comment Period Manager or a Team
Member by clicking on the Add Team from directory radio
button.

I want to: Oadd Member from Directory

'You can search for a user by their last name or their first name.
First Name:
Last Name: Ringenberg

Click on the radio button under Select to the user to add to
the Comment Period team.
Click on Add User to add the user to the team roster.

Select First Name Last Name Usemname Email
@ Erik Ringenberg eringenberg jeffrey.rhoadhouse@agquilent.com

%\1I|T|PDI

Step 2: Reuse Team Members: To reuse members click on
the radio button labeled Reuse Team Members

I want to: O2dd Member from Directory ®reuse Team Members

Search for a Project to Reuse team members from by the
projects name or ID

Search Projects by ID or Name 10005 @
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i@ Partial search is supported for project name search. Minimum of 4 letters are required.

Select the comment period you wish to import the users from and click on the Reuse Members
button to import the users associated with that Comment period.

Select | Comment Period Project Name (ID)
0! Formal (test) v | Duis ut diam augue

(10005)

Step 3: Do Not Add any more Team Members: If you do not wish to add any more members
at this time you may click on the Do Not Wish to Add New Members Now radio button

ITwant to: Oadd Member from Directory Oreuse Team Members Do Not Wish to Add New Members Now

Step 4: Deactivation and Removal of Team Members: You may Remove a Team Member as
long as they have done no work (e.g. Code letters) within the Comment Period. If you cannot
remove a Team Member, you still have the option to Deactivate them.

Firg: Npre Lo Rpme Lsenamse (o Seatve acer

To Remove or Deactivate a
member click on the button for either Remove or Deactivate.

Once you click on either the Deactivate or Remove buttons, you will be prompted to confirm
your action. Click on OK to proceed.

If you Deactivate a User you may Reactivate them by clicking on the Activate button.

Step 5: Click on the Next button to go to the next step

i@ Super Users, Coordinators, Project Managers, Comment Period
Managers can click on Back to go back one step.

i@ Users can click on Finish button at this time to go to the Project
/Acceptance page. Default values will be used for all skipped steps. For
the default values please visit the Project Acceptance page below, or
click here.




Super Users, Coordinators, Project Managers, Comment Period
Authorized [Managers

Roles

Image

9.2.3 Concern/Response Template

This section allows the Super Users, Coordinators, Project
Managers, and Comment Period Managers to specify text that
will act as the default for any concerns and responses generated
for this comment period.

Function i@ This step applies to the Add Comment Period wizard

i@ This step applies to the Modify Comment Period wizard

Step 1: Enter the text that you would like to be the default for
Work flow any Concerns and Responses associated with this comment
period. These can then be modified on a case by case basis as
needed during the comment coding process. Once completed,
click the Next button to proceed.

Super Users, Coordinators, Project Managers, Comment Period
Authorized Roles |Managers
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Image

Home > Create New Project Wizard
Concern / Response Template (4 of 8): User Guide Project

Concern and Response Templates let you specify text that will be the default for concerns and responses generated for this
comment period.

Concern Template

Response Template

X Oh® B B 7 YU L EEZ=EE £ E & E £ R

9.2.4 Select a Coding Template

Function

This section allows the Super Users, Coordinators, Project
Managers, and Comment Period Managers to select a Coding
Template for this Project. You may either select a coding
template, or reuse one from a prior CARA Project’s Comment
Period.

Lo This step applies to the Add Comment Period wizard
i This step does not apply to the Modify Comment
Period wizard

\Work flow

Step 1: Select a Coding Template: You can opt to select a
coding template by clicking to select the radio button labeled
Select Coding Template From System

Iwantto: Oselect Coding Template From System Oreuse Coding Structure




appear, select the desired Comment Period from the drop down
and select the radio button for the correct project under the column
Select.

Search Projects by ID or Name 10005 @
Select  Comment Period Froject Name (ID)
® |Forma| (test) w| Duis ut diam augue

(10003)

Step 3: Click on the Next button to go to the next step

i@ Super Users, Coordinators, Project Managers, Comment Period
Managers can click on Back to go back one step.

i@ Users can click on Finish button at this time to go to the Project
/Acceptance page. Default values will be used for all skipped steps.
For the default values please visit the Project Acceptance page
below, or click here.

Authorized
Roles

Super Users, Coordinators, Project Managers, Comment Period
Managers

Image

e = Create Sew Projedt Wizand

Select a Coding Tempiate (Sof 7)

9.2.5 Customize Coding Structure

Function

This section allows the Super Users, Coordinators, Project
Managers, and Comment Period Managers to Customize the
coding structure to be used for this Comment Period. This
section allows the creation of Custom Codes which can be
used in the event that a desired code is not available as part
of the coding templates.

i@ This step applies to the Add Comment Period wizard &
This applies to the Modify Comment Period wizard & You
may select or deselect existing codes

@ You may create or edit custom codes




Step 1: Modify the Coding Structure: You can add or

remove codes from your Coding Structure by selecting ™ or
deselecting [ its corresponding check box. You may
expand = or collapse = the Coding Structure.

Work flow D 101 Code TBD/Pending
- 102 Mo Further Response Required
E [ 102.01 Beyond Scope

%4 102.02 Position, Mo Rationale
ol 102.03 Already Addressed

Step 2: Create Custom Code: You can create a Custom Code
under or at the same level at code levels 2-4. To create a
Custom Code under a code (Child level) click on the name
of the Code and click on the button Add Custom Code.

= Issue/Action

=[] 101 Code TED/Pending
+ 102 No Further Response Required
+ 110 Decision Process

+|:| | 111 Public In'-.'l:ull-.-'ement|

+|:| 112 Agency Organization

In the dialogue box that opens you may enter a description
of the Code you are trying to create, followed by pressing
Save.

Add Custom Code

Parent Code: 102.03 Already Addressed

Type: |I.:_:L.e_ Action

Number:

Description:  Language not clear of comment

Verify that the Code is in the correct location.

pg. 136



|:| 101 Code TBD/Pgnding
j 102 Mo Further Response Required
E :- 102.01 Beyond Scope

; |:| 102.02 Paosition, Mo Rationale
—JD 102.03 Already Addressed

102.0301 Lgnguage not clear of comment

You may child create codes for the Location, Documentation, or the Other category by
selecting the category and clicking on the Add Custom Code button.

Acd Custom Coda

Parent Code;

Create Code As: (O ondd (O Sibing

-0 101 code TeD/Pending

|1EIE Mo Further Response Required
. 102.01 Beyond Scope

[] 102.02 Position, Mo Rationale
—_rD 102.03 Already Addressed
102.0301 Language not clear of comment

You may also creatg a Code at the same level (Sibling level) of a code. You can click on the
name of the code from which you want to create a same level code and click on the Add Custom
Code button.

In the dialogue box that opens, click on Sibling to create a Code at the same level. Provide a
description of the Cqde, followed by Pressing Save.

Add Custom Code O x

Selected Code: 102 Mo Further Response Reguired

Create Code As: Uchild @Sibling

Type: | Iszug/Action -
NMumber:
Description: Untimghy Comment

save |

i@ In the event that you wish to create a Code for the Location, Other or Documentation
Category you may select those categories from the “Type” drop down.
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@ In the event that you wish to create a custom code using only the keyboard keys, you may
do so using the following keys:

Step 1: Ctrl-Shift-A: Activate the keyboard access on code selection.

Step 2: Ctrl-Shift-L: Go to the next, Lower visible code in the tree view.

Ctrl-Shift-U: Go to the previous, higher Up visible code in the tree view.

Step 3: Ctrl-Shift-S: Selects the code where you wish to create a new custom code and begins
the process of adding the new custom code.

Ctrl-Shift-E: Opens the Edit custom code window (if the Edit Custom Code” button is
available). This is available once a custom code has been created.

Step 4: Provide the description of the code, and press Save or Cancel.

Note: ESC key: Will cancel the process of selecting a code where you want to insert a custom
code.

Verify that the code has been properly created and is checked.

D 101 Code TBD/Pending
] 102 Mo Further Response Required
D 102.01 Beyond Scope
D 102.02 Pos=ition, Mo Rationale
= 102.03 &lready Addressed
102.0301 Language not clear of comment

103 Untimely Comment



i@ You may view the Comment Periods selected codes by

clicking on the button Preview button m

]

= LseslAman

N
1 3]

102 B Farter Pasponse Regurss
113 Deasias Frocess
~123 Pregosed &chon, Decsion
—131 Reseurce b Area Mok
141 Bidegical Reszerces Mgvh
143 (fher Actwies ¥omt
—153 Trzes. S55. Mgk |8 nas-rec. ascess]
157 Aecreation Nyvk
— 17 Land Dwnesship, Uses

~133 E2on. b Sec. Acszes, Anatyses

o

= ResmsmcePatends
o 202 Kp Farier Respanse Regured
20242 2aqton, Mo Pzboodz =
~ 201 Matple ResturcesiRzasons
~213 Parsas, oms

~ 223 Laws, Baboes, Crurts

—231 Nehrd Savromant

@ You may modify a user created custom code by clicking
on the button Edit Custom code

I e ey [
Expand All

i Issue/Action
""" [] 10t Code TED/Pending

tr 102 Mo Further Response Required
tr 110 Decision Process

:_r|:| 111 Public Involvement

| :_r|:| 111.01 Cutreach/Educaticn

------ |111.0101 New Poster Campaign

-] 111.02 Collaboration, Mesetings

""" [] 111.03 Comment Pericd

Step 3: Click on the Next button to go to the next step

i@ Super Users, Coordinators, Project Managers, Comment
Period Managers can click on Back to go back one step.

i@ Users can click on Finish button at this time to go to the
Project Acceptance page. Default values will be used for all
skipped
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steps. For the default values please visit the Project
Acceptance page below, or click here.

Super Users, Coordinators, Project Managers, Comment
Authorized Roles  |Period Managers

(e A | et Wi ard

Customize Coding Structure (6 of 7): Rosa Unit SWD21 to SWD22 saltwater gatharing pipeline
el Tromk A exteasion #7 gas pipsline

Image

9.2.6 Code Task Assignment

Task Assignments allow comment period managers to assign
comments and concerns to specialists or other team
members for response.

i@ This step applies to the Add Comment Period wizard &
Function This applies to the Modify Comment Period wizard

Step 1: Use the drop down in the Task Assignments column
to select a name for the desired codes and click 'Next'.

Home > Create New Project Wizard
Code Task Assignment (7 of 8): User Guide Project

Task Assignments allow comment period managers to assign comments and concerns to specialists or other team
members for response. To assign a code or concern to a team member, use the drop down in the Task Assignments
column to select a name and click ‘Save Task Assignments'. Persons ned to a code will receive an email notific

assigned to a co a I notification
when & comment is created with that particular code.

Code Number Name Assigned To
Work flow w01 e —
102 No Further Response Reguired
102.01 Beyond Scope
102.02 Pasition, No Rationale
102.03 Already Addressed

Persons assigned to a code will receive an email notification
when a comment is created with that particular code.
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9.2.7 Select Auto-Markup

Element

Select Auto-Markup

Function

This section allows the Super Users, Coordinators, Project
Managers, and Comment Period Managers to select the
Auto-Markup list of terms which will be used for all letters
that are submitted. Auto-Markup list of terms identify
certain keywords contained within letters on the letter
coding page to quickly and easily identify potential
comments that may require early attention.

i@ This step applies to the Add Comment Period wizard &
This applies to the Modify Comment Period wizard

Work flow

Step 1: You can add or remove Auto-Markup list of terms

for your Comment Period by selecting ! or deselecting []
its corresponding check box.

Listef |

Descipicn

e

You may view the terms contained within each Auto-
Markup list of terms category by clicking on the View
button.

Terms mld
. ”~
Auto-markup Name: Economic
Terms: Name
0.25

aesthetic qualities
aesthetic valus
aesthetic values
affordability
affordable

ag industry
amenity value
amenity values
below cost

benefit
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Step 2: Users can click on Finish button at this time to go to
the Project Acceptance page.

@ Super Users, Coordinators, Project Managers, Comment
Period Managers can click on Back to go back one step.

Authorized Roles

Super Users, Coordinators, Project Managers, Comment
Period Managers

Image

18 > Treatn New Progect Wigaed

Select Auto-markup (7 of 7)

fenG  Mae Deecopnon gt Teoms

9.2.7 Project Acceptance Page

Function

This section allows the Super Users, Coordinators, Project
Managers, and Comment Period Managers to verify the
CARA Project’s Comment Period details and make any
changes prior to its creation.

i@ This step applies to the Add Comment Period wizard

i@ This step applies to the Modify Comment Period wizard
i@ To Delete a CARA Project, view the Project homepage
section.

@ If Finish button was clicked at an earlier step in the
CARA Project Setup Wizard, the following values will be
applied by default:

-No New Team Members will be Added

-No Documents will be Associated

-Basic Coding Structure will be Applied

-No Custom Codes will be created

-Economic List of Term will not be activated (Request for
Comment Extension, Threats, and Request for Information
will be activated).




Step 1: You can verify the project information from the
Project Summary. You may click on Edit to modify the
CARA Comment period’s Duration, Description, or Start
date.

Setup Summary

Project
Project Number: NP-31  Name: User Guide Project Lead Mgmt. Unit: Royal
Analysis Type: N/A ePlanning Project Status: N/A Activities:

Description:
Comment Period

Comment Period: Other Description: EIS Standard

Start Date: 08/18/2017 (Fri} End Date:  11/15/2017 (Wed) Time Zone: yTcC-11 @

Team Members || Coding Structure || Documents H Auto-markup

First Name Last Name Username Email Staty|
Michae Moore mimeoore jeffrey.rhosdhouse@aquilant.com fctiy
Work ﬂOW Tyler Moss tmoss wortham@blm.gov Actiy
Erik Ringenberg eringenberg jeffrey.rhoadhouse@aquilent.com Actiy

Step 2: You can verify the CARA Project’s Comment Period
Team Members, Coding Structure, Associated Documents,
or the Auto- Markup terms by clicking on the appropriate
tab. You may click on Edit button and modify any changes,
followed by the Finish button to jump back to the CARA
Project Acceptance page.
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Commen: Penod Nanaper Vzhea Iz yz@ yayazagacudznioom EGwe
Team Nember X4 Suttos Fution ¥d.suicegasuisnt.oom ioine
Team Nembes 3=f hiEaay mhiesay  Efahteasy@aqulent.com Inzve

&2

@ You may click on Printable summary to view and print
the information associated with this project/ comment period
set-up

Printable Surmmary

Pnntagle Summary

Project

Praject MMEAE Name: Rose Ut BWD 2L 12 SWO 22 sabawiar Qathenng [ ine Lead Mgen, Moy |
Number:

ared Trark A ecteneos 83 gar sigeine Unit:
Anslysis Type: A PALS Pruject In Progress Artivities: Mrnaral
Stotus of apary|

Descrption: Seltwaiar getierng poekne for Sacosal, nebure gas trampar, and desine hre to be construsted csocurenty nithn

Comment Pertod

Comment Period  Foomy Description! 1ot equred

Start Dete: 102011 End Dote: ey1a2ug

Team Members

Eale | Arst Name | bt Name _ Vasrname tmak Status)
Commmrk Peood Managel  Bab Curme bourre CaraTect@apslers com Active
Commars Pannsg Mansper B Smen scemith CaraTeat@asulers carm Actrie
Team Nember Bllan Fomler sforder CaraTetPazulers com mah)|

Cading Structure

Loe/Acton
102 N Surier Frapsase Regures
110 Deciszon Process

Step 3: Once you have verified all the information is correct,

you can click on Accept and Go to the Projects Homepage
Accept

@ You may also click on Cancel and discard this current
project/comment period set-up action.

Super Users, Coordinators, Project Managers, Comment

Authorized Roles Period Managers
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Wime > Kebup Sumesary

Setup Summary

Project
Project 23348 Nume: 2584 L2 SWO &1 12 3WOSD saitniiar gethanng pusive Lead Mgml lcarlia Rarger Dutris
Nomber 3 Trnk A extecsinn 23 gad pipelne Unie
Analysis Type; Ex PALS Project ActiyMies
Satus
Duscription: Satawsr patheng ppalne for Sapoaal, netuwrel pas beraport, ant o -de
Comment Perlod |
Image Coovmant Period: Parea Descraplicns =t requrad
Start Date: S0 End DMte: 281
Sedng Souttuw Sosunerts Auln mewce
Row Pew lHame Lozt e Veername smal

9.3 CARA Homepage

The CARA homepage consists of three main components namely the Welcome message, The
functions to create or search for a project, as well as the My Projects table. The Welcome
message is published by the CARA Super Users for all CARA users to view upon login.

i@ Keep an eye on the Welcome messages (Notifications) for important CARA information!

MNotifications
This message is displayed on the homepage.

You may relay message to all CARA users informing them of events such as spsfem owisges, yocoming refesses, new
feaiures, a5 wel a5 e svailBbility of new resources, materials or help coniant.

@ The Super Users, and Coordinators will find the Create New Project button only on the
CARA homepage.

Find CARA Projects by Name or 1D

Advanced Search
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U.S. DEPARTMENT OF THE INTERIOR

@‘? BUREAU OF LAND MANAGEMENT O2oaon

CARA | Comment Analysis and Response Application Welcome Tyler Moss

Projects  Reports  MyProfile  Admin  Support

Notifications

Find CARA Projects by Name or ID

My Tasks H My Projects }
Project Info CARA Coding Status Letter Type
Project Name Analysis PALS Project New Early Coding In Coding Al
Lead Mgmt. Unit Comment Period ~ Unigy Total
(1D) Type Status Letters Attention Progress Complete For
User Guide Project Roysl Gorge FO N/A N/A 8/18/2017 - 11/15/2017 0 o o o 0 o 0
(NP-31) Other
EIS Standard
DOI-BLM-CO-FOS0- Del Norte FO DNA Preparation and 7/24/2017 - 7/29/2017 0 o 1 o 0 o 0
2017-0006-DNA (Del Flanning Other
Norte MSW Template Comment period for 'test’
DNA - BO test) with start date Mon Jul 24,
(NP-29) 2017
DOL-BLM-CO-FOS0-  Del Norte FO EA Analysis & 7/20/2017 - 7/20/2018 4 [ 4 4 0 [ 0

9.3.1 Search for a CARA Project

Allows the user to search for a CARA Project by its Name
or ID.

i@ Partial name search is supported. A minimum of 4 letters
are required.

Function . Advanced Search .
You may click on Advanced Search link to
go to the (Project listing page where more search options

@ will be made available.

Step 1: You can type the name of the Project (minimum of 4
Work flow letters), or type the full ID of the project in the text field
provided.
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Advanced Search

page.

proecs

(T bvd ¥ s f
Last Myrt. . i

Oy Wow By Sty Sadebt Arnand Puansty

Find CARA Projects by Mame or ID

Step 2: Click on Search button to perform the search.

Step 3: The results will be displayed on the Project listing

o | v e
AL bymt e ' - Yen e %,
e el T e e St dex - e Gesh G - 0
» .2 e b Sarwes teng e [T gwm Snm W
S o
Authorized Roles All
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9.3.2 My Projects Table

= |1<2>

M

Project Info CARA Coding Status Letter Type
Praject Name ) Analysis PALS Project . New Early Coding In Coding _ All
Lead Mgmt. Unit Comment Period + . Unique Total

{1D) Type Status Letters Attention Progress Complete Forms
User Guide Project Royal Gorge FO N/A N/A 8/18/2017 - 11/15/2017 1] o a a a ] o
{NP-31) Other

EIS Standard
DOI-BLM-CO-FO&0- Del Norte FO DNA Preparation and 7/24/2017 - 7/29/2017 o o 1 1] 1] o o
2017-0006-DNA (Del Planning Other
Norte MSW Template Comment period for 'test'
DNA - BO test with start date Mon Jul 24,
(NP-23) 2017
DOI-BLM-CO-FOS0- Del Norte FO = &nalysis & 7/20/2017 - 7/20/2018 4 o 4 4 o ) o
2017-0003-EA (EA Document Other
WORKFLOW TEST 1 Preparation Cemment period for
{MNP-28) "Envircnmental

Assessment’ with start date

Thu Jul 20, 2017
TEST post UI No Value OTHER_MNEPA Completed and 7/11/2017 - 12/31/9999 Qo o o o o o o
{NP-23) Monitering Other

Description ipsum
CARA DEMOD 1 Mo Value OTHER_MEPA Completed and 5/8/2017 - 12/31/99%% Q Q Qo Qo Qo o Q
(NP-19) Monitering Other

Comment Period #2
CARA DEMOD 1 No Value OTHER_MNEPA Completed and 4/25/2017 - 4/25/2017 Qo 1 o 1 o o o
(NP-19) Monitering Other

TEST
TEST Project demo No Value OTHER_MEPA Completed and 4/11/2017 - 12/31/9999% 0 ) 0 0 0 o )
(NP-18) Monitoring Other

TEST Description
IEST 2 No Value OTHER_MEPA Completed and 4/11/2017 - 4/11/2017 Qo o o o o o o
(NP-17) Monitoring Other

test
Tyler Test Project NO No Value OTHER_MEPA Completed and 3/22/2017 - 12/31/9999 0 ) 0 0 0 o )
PALS Monitoring Other
(NP-14) TEST for NO PALS
testing 10017 No Value CX Analysis & 3/13/2017 - 6/10/2017 Qo 1 1 o o o o
(10017) Document Other

Preparation TEST

Displaying items 1 - 10 of 15

Yogymay sort the columns by either a ascending approach = (e.g.,a ... to ... z, 1 ... to 100),
or an descending approach = (e.g.,z ... to ... a, 100... to ... 1)

9.3.3 My Projects Home Page

MENT OF THE INTERIOR

UREAU OF LAND MANAGEMENT

Log Out

Welcome Tyler Moss

A\~ 4 4

‘3 " CARA | Comment Analysis and Response Application

[P -

Home > Projects

My Profile  Admin Support

Projects
Keyword =] Analysis Type | -
Activity -] Status [ -]
Lead Mgmt. Unit State [ -
Only Show My Projects | | Include Archived Projects
| Filter )| Show All Projects
Project Info CARA Coding Status Letter Type
Project Name : Analysis PALS Project . New Early Coding In Coding ) All
Lead Mgmt. Unit Comment Peried ~ : Unigue Total
(D) Type Status Letters Attention Progress Complete Ferms
User Guide Project Royal Gorge FO N N 8/18/2017 - 11/15/2017 O 0 o 0 o 0 a
(NP-31) Other
EIS Standard
DOLBLM-AK-AD00-  Anchorage DO cx Analysis & 7/26/2017 - 8/3/2017 0 0 0 0 0 0 0
2014-0005-CX (copy Document Other
documents test) Preparation Comment period for ‘test’
(NP-30) with start date Wed Jul 26,
2017

Yogmay sort the columns by either a ascending approach = (e.g.,a ... to ... z, 1 ... to 100),
or an descending approach = (e.g.,z ... to ... a, 100... to ... 1)
@ For more information about the display results table please visit the My Projects table
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section above, or click here.
@ Number of rows displayed on the Project listing page is designated in the My Profile tab.
v - Admin

Support

The CARA Project homepage provides the user with pertinent Project information. Including
the Comment Period and Letter ingress information.
i@ The only way to delete a CARA Project is from that particular CARA Projects Homepage.

%= BUREAU OF LAND MANAGEMENT
‘3 CARA | Comment Analysis and Response Application

US. DEPARTMENT OF THE INTERICR

@) 1og Out

‘Welcome Tyler Mos:

e RN

My Profile  Admin Support

piecs *| Home > Projects > DOI-BLM-AK-A000-2014-0005-CX (copy documents test) #NP-30
Froject Home A
Add Comment Period Project Home for DOI-BLM-AK-A000-2014-0005-CX (copy documents test) #NP-30
Edit Project
Coding . . Comment
Other (Comment period  « - - New | Early Coding | Unique | Form | Total Viewing
Comment Period | Description Start/End Date | oo AL In Complete | Lettore | Letters | Letters | Analysis | gp™
for 'test’ with start date Progress s
Wed Tul 25, 2017) Other (Current) ~ Comment period for 'test’ with start  7/26/2017 - 0 0 0 0 0 0 0 Active Al
- e date Wed Jul 26, 2017 8/3/2017 CARA
amment Period Home
Users
Comment Period Setup = . ;
Letters .| | Gther (Current)  Comment period for ‘test’ with start  7/26/2017- 0 0 0 0 0 0 0 Active Al
Letter Inbox date Wed Jul 26, 2017 8/3/2017 cara
Users
Enter New Letter
Upload Letters Other (Current) ~ Comment period for ‘test’ with start  7/26/2017 - 0 0 0 0 0 0 0 Active Al
Form Management date Wed Jul 26, 2017 8/3/2017 CARA
Form Change Log Users
Coded Comments Other (Current) ~ Comment period for ‘test’ with start ~ 7/26/2017- 0 0 0 0 0 0 0 Active Al
Concerns/Respanses date Wed Jul 26, 2017 8/3/2017 CARA
Reading Roem Mgmt Users
Standard Reports Other (Current) ~ Comment period for ‘test’ with start ~ 7/26/2017 - 0 0 0 0 0 0 0 Active Al
Other (Comment period date Wed Jul 26, 2017 8/3/2017 CARA
° T Users
for 'test’ with start date
Wed Jul 26, 2017)

9.4 Deleting a CARA Project

Function

Allows the Super Users, and Coordinators to Delete a CARA
Project. @ The option to Delete a CARA Project is only
available from the

Corresponding CARA Projects homepage

@ You may only Delete a CARA Project if any of its
Comment Periods have:

Not been Archived Comment Analysis Status: Zctvs
Not received any Letters

paress

s and

MNew Early ;::dmg Coding Unigque | Form Total

Letters | Attenticn Complete | Letters | Letters | Letters
Progress

0 o o o o 0 o
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Step 1: From the Project homepage of the project you wish
to delete, click on the Delete button.

Work flow Step 2: g)lick OK to confirm the Deletion & This is an
Irreversible step.

Authorized Roles  Super Users, Coordinators

Presacts » GOLDIN TROUT WILDERNESS TRATL RESAIR #33832

Project Home for GOLDEN TROUT WILDERNESS TRAIL REPAIR #33852

o v ey A | Coding | Uymue | feom  Tetal " | daring
ur rpten | Siadt-ted Dot e e 3 ek !
I”]age EATYPSCLDR I | PrteCten T D e Stteriisn Buagrapy | CETEMEA | Lathi | Latters | Lettay IEEN | Stata

9.5 CARA Comment Periods

Every CARA Project must at least include 1 Comment period. From the Comment Period
homepage the users have access to all major functional aspects of CARA (e.g., Team
Management, Coding Comments, and Responding to Concerns). The only way to delete a
Comment period is from the Comment Period homepage.

9.5.1Adding a Comment Period not associated with a Back Office project

In order to add a Comment Period click on the Add Comment Period link from the Left
navigation. This will bring you back to the Set up Wizard so that you may create another CARA
Comment Period for the same CARA Project. For more information visit the CARA Project
Creation (Set up Wizard) section.



Project -

Project Home
Add Comment Period
Formal -~
Comment Period Home
Letters a
Letter Inbox
Enter New Letter
Upload FOMS Letters
Upload Email Letters
Form Management
Form Change Log
Coded Comments
Concerns/Responses
Reading Room
Reports
Team Members
Dacuments
Coding Structure
Auto-markup
Setup Wizard

9.5.2 Modifying a Comment Period

In order to modify a Comment Period click on the Setup Wizard from the Left navigation or the
Setup Wizard link located on the Comment Period homepage. This will bring you back to the
Set up Wizard so that you may modify the current CARA Comment Period.

9.6 Managing the Comment Period (Comment Period
homepage)

From the Comment Period homepage the users have access to all major functional aspects of
CARA (e.g., Team Management, Coding Comments, and Responding to Concerns). You may
also designate this Comment Period for viewing by the Team only, or all CARA users. You
may Archive this Comment Period, or make it active again from the Comment Period
homepage. Additionally, the Public Reading Room associated with this comment period can be
Activated or Deactivated. A link to the Public Reading Room will be displayed on this page if
the Reading Room status is “Active”.



e Yuungs Pumerine #2000 » Faemul PEE Tesbiy

Formal Comment Period

Modifying the Comment Period attributes (e.g., Team Members, Coding Structure, Reading
Room Status) are only available for the Super Users, Coordinators, Project Managers, and
Comment Period Managers.

The Date displayed is the duration of this Comment Period.

The Description displayed is the type of Comment Period (Formal, Informal, Objection),
followed by the description of the Comment period provided at Comment Period Setup.

Allows the user to manage multiple aspects of a CARA
Comment Period, including:

Comment Analysis Status Viewing Status

Team Members Reading Room Status Letters
Comments Concerns/Responses Coding Structure
Documents

Auto-Markup

Function




Step 1: Comment Analysis Status: A Comment Period that is
created ahead of its start date will have a status of Not Yet
Active. The Comment Period will become Active once the
start date of the duration has become the current date. Until
then, you only have the option to Delete the Not Yet Started
Comment Period.

Comment Analysis Status: Mot Yet Active

Work flow
Once all activities are finished within the Active Comment
Period, you may wish to Archive it. From the CARA
Comment Period homepage, click on the Archive button to
archive the CARA Comment period.

Click OK to proceed.

Comment Analysis Status: Active

@ Concern and Response statements, Letters, Annotations, and certain reports will be sent to
the Datamart when a Comment Period is Archived. These will become a permanent part of the
corresponding CARA Comment Periods record.

Once Archived, you may click on the Activate button set the Comment Period back to an
‘active’ status. Click OK to make the Comment Periods Active.
@ Concern and Response statements, Letters, Annotations, and certain reports which had

Confirmation =3

Activate the Comment Pericd?

become Read Only will now be available for working upon. Data that was sent to the
Datamart when a Comment Period was Archived will be overwritten once the Comment
Period is Archived again.

@ This functionality is not available for Team Members




Step 2: Viewing Status: From the CARA Comment Period homepage, click on Set to Team
Only button to restrict the search ability and viewing of this Comment period by the System
Reader roles, as well other Team Members, Comment Period Managers, and Project
Managers who are not a part of this Comment Period. Click OK to Proceed. Once Set to Team
Only this Comment Period will not show up on Reports, or the Project Listing page.

Once set to Team Only, Click on Set to All CARA Users button to make this CARA

Viewing Status: All CARA Users

Comment Period Accessible by all roles once again. Click OK to confirm.

i@ This functionality is not available for Team Members

Step 3: Reading Room Status: From the CARA Comment Period homepage, click on
“Activate” to enable the Public Reading Room for this comment period. When the Public
Reading Room is “Active” a link to the webpage will be displayed. Click on “Deactivate” to
disable the Public Reading Room. A confirmation message will be displayed.

Reading Room Status: Active

Setup Wizard | Reports | Public Reading Room

eany Herbers letiers | Comments: Concems/Responsss Coding Strucuse Cocoments Auko-markup

2cke First Name  (ast¥ams  Llsemam=  Email Siatus

Step 4: Team Members: After reviewing the Team Members for the Comment Period,

You can click on the Manage button to begin modifying the Team Members for this Comment
Period. For more information about adding Team members, please visit the Setup wizards
Team member step, or click here.

@ Manage Team Members functionality is not available to the Team Members

Step 5: Letters: The Letters view provided from the Comment Period homepage consists of
Filtered Inbox views as well as letter ingress options (e.g., Enter New Letter, Upload FDMS
Letters, and Upload Email Letters).

TEAm MemDan LeTery Camareris CorcempResorses LOdng Srwaure Docu mers A0 MAMD

rerw Earty Action Reguired Coding 1n Progress Coding Complets

Leigue Letters 3 Fform Lettars Mastar Form Latters Form Plus Latters

Duplicate Letters Total Letters &



Filtered Letter Inbox views include: New, Early Attention, Coding In Progress, Coding
Complete, Unique Letters, Form Letters, Master

Form Letters, Form Plus Letters, Duplicate Letters, and Total Letters.

Upon clicking on the corresponding number next to these options you will be taken to the
Letter Inbox with the view filtered per your selection.

Actions include View All Letters - which allows you to go to the Letter Inbox will all letters
visible, Enter New Letter— which allows you to create a new letter (more information
provided in the CARA Letter Creation section), Upload FDMS Letters — which allows you to
upload FDMS letters (more information provided in the CARA Upload FDMS Letters
section), and Upload Email Letters — which allows you to upload Email letters (more
information provided in the CARA Upload Email Letters section).

i@ Available to Team Members for this Comment Period

Step 6: Comments: From the CARA Comment Periods homepages Comments section you can
view a sectioned view of the codes used for creating comments. Clicking on the number next
to the corresponding Code type (e.g., Action, Document, Appeals) will take you to the CARA
Coded Comments page with the filtered view you selected (e.g., show the Action code types).
Clicking on the View All Comments button will take you to the CARA Coded Comments
page and display all coded comments.

@ Available to Team Members for this Comment Period

Team Mombers Letters Comments Cancerns/Responses CToding Stricture Drcumeants Auto-markup

Action " Rationale — Location

Document

Step 7: Concern/Responses: From the CARA Comment Periods homepages
Concerns/Responses section you can view a sectioned status view of the Concerns/Responses.
The status types include In Progress, Ready for Response, Response in Progress, and
Responded. Clicking on the number next to the status type will take you to the CARA
Concerns/Response page with the filtered status view you selected. Clicking on the View All
Concerns/Responses button will take you to the CARA Concerns/Responses page and display
all coded comments. Clicking on the Create Concern/Response button page will

begin the pracess for creating a Concern/Response statement. For more information on
creating a Cancern statement or a Response visit the Concern and Response section, or ¢lick

Toat Mambers | Latterd || Conymants | Corcerne/Rasponss Coding Structure | Documants | ALLE-manap

In Progress 7 Ready lor Response 7 Response in Progress Responded




>

ere.

i@ Available to Team Members for this Comment Period

Step 8: Coding Structure: After reviewing the Coding Structure for the Comment Period,

Team Membears catinre Commants

230 MNatural Enpwvronment

Swoiogical Rescurces

You can click on

Concarme/ Raspanses

Apto-Mexup

the Manage button to begin modifying the Coding Structure for this

Comment Period. For more information about the coding structure modification, please visit

the Setup wizards Customize Coding structure step, or click here.

@ Manage Coding Structure functionality is not available to the Team Members

Step 9: Documents: After reviewing the Documents that have been associated with this

Comment Period,
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Team Mambers Lettess Comments Concerms/Resgonses Coding Structure Cotumenis Auto-markup

Document Size

You can click on the Manage button to begin the Document association process
for this Comment Period. For more information about the document association
process, please visit the Setup wizards Document Association step, or click here.
i@ Manage Document association functionality is not available to the Team
Members

Step 10: Auto-Markup: After reviewing the List of Terms that have been
activated for this Comment Period,

You can click on the Manage button to begin the Auto-Markup List of Terms
activation process for this Comment Period. For more information about the
Auto-Markup process, please visit the Setup wizards Select Auto-Markup step,
or click here.

i@ Manage Auto-markup functionality is not available to the Team Members
i@ Users may activate additional Auto-markup list of terms for their individual
CARA sessions

Super Users, Coordinators, Project Managers, and Comment Period Managers
unless otherwise stated.




9.7 Deleting a Comment Period

Allows the Super Users, and Coordinators to Delete a
CARA Comment Period.

i@ The option to Delete a CARA Comment Period is
only available from the Corresponding CARA Comment
Periods homepage

@ You may only Delete a CARA Comment Period if it

has: Not been Archived Comment Analysis Status: Zctvs and

Function Not received any Letters
Coding . .
MNew Early I Coding Unique | Form Tot]
Letters | Attention n Complete | Letters | Letters | Let
Progress
o u} u} u} u} o u}
Step 1: From the Comment Periods homepage click on
the Delete button.
Comment Analysis Status: Active
Step 2: Click OK to confirm the Deletion
Work flow Confirmation bt
Comment Peried will be deleted. Do yvou wish to
continue?

@ This is an Irreversible step.

Authorized Roles

Super Users, Coordinators

Image

Formal Comment Period

Date: 08/09/2011 - 09/07/2011
Description: Formal PRR Testing
Comment Analysis Status: Active

Viewing Status: All CARA Users

Reading Room Status: Active

Setup Wizard | Reports | Public Reading Room




9.8 Completing Letters, Coding and Comment/Response

For the remaining information needed to continue refer to section 8.5
Letters of this manual as the remaining information mirrors that for
ePlanning projects. Chapter 10. Maps in ePlanning

10.1. Introduction to Maps within ePlanning

Maps are an essential part of the planning process and are included in many NEPA
documents. This chapter will describe a new process for utilizing collaborative maps that you
can use with your ePlanning projects. This new interactive web map feature is similar to using
maps through Google, Yahoo, or Bing. At the moment, it will allow for some very basic
geospatial commenting, but some additional commenting tools are in the works, for these new
map features.

There are three types of maps that will be discussed in this chapter: PDF Maps, Comment
Enabled Maps and Document-Linked Decision Maps. Alternatively, remember that you can
use staticmap images as well. Refer to the Arbortext chapter (Chapter 6) for more information
on how to do this. For the remainder of this chapter (and to distinguish from the use of static
map images), the maps using these new feature will be referred to as webmaps.

This chapter is not focused on the technical GIS process for creating a map from scratch,
rather it will show how ePlanning can use these maps once they are ready for a project.

10.1.1. Objectives

Upon completion of this chapter, you will be able to:

e Set up PDF maps in Back Office.

e Set up a Comment Enabled map in Back Office that will be seen by the public and can be
commented on.

e Describe the process for analyzing the geospatial map comments received from the
public.

10.2. An Overview of the ePlanning Map Feature



Note

If you have technical questions or concerns with working with these webmaps in ePlanning,
please submit your issue or question to the ePlanning group via a Remedy ticket. A member
of the ePlanning user support team will get back to you as soon as possible.

10.3. Adding a PDF Map

One way to add a map to the project folder is to drag and drop files from your computer. In
the Document List section, open the D2 file folder where you want to place the map file,
perhaps the GIS folder. Then open your computer’s File Explorer and drag and drop the
maps(s) into the Document List section.

Document list ¥
|:".E' our search terms...
) Organize » Sync - Work offline Mew folder
EePlann'ngTraim"g?Q = [S] ePlanning Projects Cabinet = mpoi - MBLY - s g Y
=
Name « Title " B Mame
, ePlanning Users 1. ™1 CX+PDF
< = EA+PDF
- Libraries = Map

Figure 5.4
You may also add a map to your file folder by clicking the import function on the black D2
menu bar. Start by selecting the file folder you want to import the document(s) to and then
click IMPORT.

D2 4+ NEW ¥ 1, IMPORT ¥ [] CONTENT ¥ ¥ CURRENTVERSION ¥

OTHER LINKS D2Y BACK O FRONT OFFICE

Document list ¥

Repository browser ¥

> MMDOMBLA“  [Enter your search terms
- [ DOI-BLI Eeplann'ngTraini"g?.Q = ePlanning Projects Cabined
DOIBL
- Name & !
B Actin BB Activity Application

ST AdmststonendMensgerent

BB Approval Letter-Permit Document
Favorites ¥ B AR Index A
Figure 5.5

>
b

To get to the file browser, you can either double-click in the blank “Files to import:” window
or click on the ellipses (...) to the right of that window. Choose the map(s) you want to add.
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Then start completing the required information in the Import File screens. Complete the
remaining screens by accepting defaults and clicking the Next button until your file is
transferred into your project folder.

Import File

Select files Files to import:*

Fill creation profile
Edit properties

Linked document

Selected file format: *

| <

Same creation profile and properties for all files

The next step is to log into Back Office, select the project that you are working on, select the
Maps link and choose Add next to PDF Maps.

= Back Office Home = BLM National NEFA Register = DOI-BLM-CA-N050-2017-001

Home Maps @

Do ts
cumen What's New

Contact Information
How to get Involved

Meetings

Data
Links PDF Maps Add
FAQs Map Name

[ EAMAFR

Site Administration

Update Project Location

pd Jec Interactive Maps Add

View Project Location

Comment Periods
Decision Maps Add
Comment Submissions ps Add

View Submission Listings

1.  The Add PDF Map option brings up a new window. Type in a name for your map in the
Map Set Name field, choose a release date, and add a category (optional) for readability by
choosing Other from the drop down list and then supplying a name for the category. Click
Add near the bottom of the window to add the file currently stored in the project’s GIS folder.
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ePlanning

ePlanning Back O
DOI-BLM-CO-N040-20
Add - Project Map Set
Map Set Hame: IMy_PDF_Map Z
Release Date: [05/06/2013 ; - /

2. The next window prompts the user to choose a project from a drop-down list. Choose

your current project and then select Expand All to show all the available files associated with
the project.

ePlanning Back O

DOI-BLM-CO-N040-201

Repository Project Browser: [DOFBLM-CO-N040-2013-0001EA ] &

Project Folder Path: /ePlanning Projects Cabinet/DOI/BLM/State Projects/CO/Northwest DO/GI

Fodbe AEab b b s £

3. Use the check box to select the appropriate file and then scroll down and choose Select.

Repository Project Browser: [DOFBLM-CO-N040-2013-0001-EA |

Project Folder Path: J/ePlanning Projects CabinetDOIBLM/State Projects/CO/MNorthwest DO/Glenwood Springs FO/NEPA201 3/EADOI-BLM-CO-N040-2013-0001-EA
Path - Click to display files File Names

Expand All Collapse All
I~ ©2) EA Project doex

1_ Figure-2-02TypicalTrail[1] pdf

{DOLBLM-CO. EAE

1-BLM-C0O-NO40-2013-0001-EA/GL

/

Select I Cum:all

4.  The selected file is now loaded into the list to be imported (in this case it is only one
file), choose Add located in the lower right hand corner.
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Add - Project Map Set

Map Set Hame: [My_PDF_Map

Release Date:  [05/06/2013 ol |
Map Category: [Other > [POF MAPS
Document Renditions: * Add
Type Build Hame Path /

" |Repository Project File Figure-2-02TypicalTrail[1). pdf

5. Now the PDF Map appears.

Home

Documents

IContact Information
How to get Involved
Meetings

Data
Links
FAQs PDF MAPS
ite Administration Document Name

Comment Periods r Mv PDF Man

Maps . Add PDF Map Add Comment Maps Add D
What's New

10.4. Preparing Comment Enabled Maps for your Project
Using ArcGIS version 10.1, maps (with the associated base map and layers) will be created
by the GIS Specialist. The map data should be saved as a service definition. A project
website format will have to be, initially, created and setup in Back Office. A comment period
for a specific document will have to accompany any Comment maps created. A basic
overview of the process is illustrated below.

Important

The GIS Specialist downloading the service definition must have an active ePlanning account
in order to save the service definition to the ePlanning Project folder.

The Web-enabled maps will serve as a dynamic way for the public and agency users to place
comments directly on a map at a specific point. A Service Definition (.sd) make it easy to
share complete map documents with others. A service definition contains a map document
(.mxd) and the data referenced by the layers it contains, packaged into one convenient,
portable file. Service Definition files will be used for easy sharing of maps between
colleagues in the ePlanning work group.

The following instructions will guide the GIS Specialist to create a service definition from
ESRI ArcMap 10.1+ with the approved project layers for an existing ePlanning project. Any
ePlanning user has the permissions to either publish or copy/paste a service definition file to
the ePlanning folder within the EGIS drive (the direct path is
\\bIm\dfs\loc\EGIS\AppsNational\EPLB). Once a service definition is either published or
copied/pasted to the EGIS drive, an ePlanning specific automation process will publish the
service definition directly to the ePlanning ArcGIS server, which will automatically be
available for selection in Back Office within 30-60 minutes. A project should first be created in
Back Office before completing these steps.



Mapping the ePlanning GIS Drive

Tip: An ePlanning GIS user can ‘Map a network drive’ on any desktop to the ePlanning GIS
folder within EGIS drive for quick access. Follow these short instructions to properly map the
ePlanning GIS folder to any desktop:

1.  Navigate to Start, then Computer
2. Click Map Network Drive
3. Type in \bIm\dfs\loc\EGIS\AppsNational\EPLB into the folder path
4.  Click Finish. This will now be a default drive in the user’s computer list.
3 Computer T =loix
\—.j,\,—/ [ o= ¥ §23 | sewch Computer 2
Organize v Systempropertes  Linnstal or change 3 program o»uww e iRy
‘D';,(\/ 2. Map Network Drive: |
oo ) 4 e
Wi | ol sechpesneiaste |
Py S5 . ce—
L,Nw - v - Folder: IIdehlc<!(>;‘$“-‘~ppiNalom:EPlB l = Browse- |
[ OHE eore s i
= e e e ot . I™ Connect using défecent credentials
P Moo et 018 ot - Connect 1o 2 Web site th dosuments aoed.
Eb—i\h—hl’ 0 ard Swort [
" :-:-m : ¥ eplarrng (\Werwmlap39) (29) E i
Q —vim et a4 s
Ul - oo = [le=t| o
ITE _l__{_]__)_l_kél_i_")] pJI e k e anﬁmr. ;nxr?i:cwe(‘r\‘lj 5:252... "
The following screenshot is a preview of the “EPLB” Folder Structure:
7 EPLB 9 [=] B3

}é\’\)7 { + Computer ~ EGIS (\bim\dfeYoc) (T:) ~ Appshational ~ EPLB ~ The "Production” Folder is the location = HM Search EPLB @J

to publish or copy/paste a senice
definition for use in the Production

(i LI Raiis environment, Within 30 -60 min, the 2@
senice definition will be avlaable to use
- Eave te modified Type Size
W Favorites within Back Office. Every ePlanning | I | I
Production user has read and write permissions to /2014 12:59 PM Fie folder
=) L4 Libraries Production_FO senvice definitions published here 672014 3:00 PM Fle
¥ | *| Documents
s Training 8/19/2014 1:11PM File folder
@ @ Music ! The “Production_FO" folder is the / /
il Pictures Training_FO location senvice definition files get 7/23/2014 11:30 AM Fie folder
w B videos ¥ EPLB 0 _SUG_G published to the “extemal” ArcGIS 8/23/2013 1:11PM  Adobe Acrobat Doc... 2,224K8
Server (in the DMZ) after a GIS map
. has been published with a project
= 1M Compe
e ,C . from Back Office to Front Office. This
® iy Defauit (C:) location is read only, please do not
# G# Loc (\BLMDFSYR) (N:) attempt to modify senice defintion
# S# Pub (\\BLMDFS\NR Loc) (P:) files in this location I

Caution: Service definitions are supported from ESRI ArcGIS for Desktop version 10.1
onwards. The Map Services functionality is not available with 10.0 or lower version of
ArcGIS.

The following instructions will guide the GIS Specialist to create a service definition from
ArcGIS with the approved project layers for an existing ePlanning project. This automation
process will allow ePlanning team members to upload a map package directly to the GIS
server, which will automatically be available for selection in Back Office within 4-8 hours. A
project must be first created in Back Office before completing these steps.

Tip: Before packaging a map, be sure to enter descriptive information about it in the Map
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Document Properties dialog box. This information is built into the package and is accessible
to others when you upload your service definition into ArcGIS Online. You can access this
dialog box by clicking File > Map Document Properties on the main menu.

This section reviews the process for creating a service definition (.sd) file through ESRI
ArcMap 10.1+ from an existing map. This assumes the BLM GIS user has already created a

map (i.e.,

.mxd), and all layers on the map have been approved for publication. Use the following steps
from ArcMap to create a service definition:

1.

Make sure the map is in data view, by selecting View>Data View from the toolbar.

Swhes 10 Dots view, wish shows | o 6?‘, F e

e G5 N your map o e Te
map Dyt If your map contans
more Tan one dota Same, you vl

4 -"J see The contents of the active data
= I:! e
= M A a1 &v’ -4
(o

= M MY Dot Frame Propertes
HO Refreth Fs
Il Pouse Drawrg s

'.“ Pause Labelrg .
O O R PR >
Sureau of Redamaton
Oepartmert of Deferee

2.  Click File > Share As > Service on the main menu.
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SNV _WHE HMA - ArcMap
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3. The Share As Service window will appear. Select Save as a Service Definition, and
click
Next. (see image below)

[ pd R A 10 ) o
— e e

[ " Publsh 3 senice
s, @ Save s sarvice defnaon fls

$L‘j ;  Oervite an exutng service

m -

Bhout shaing 2 sendca p
i
i
bt
T et | c'wd“iif?
I TR e AT S OEh Ui B

4.  Ensure the box is checked reading “Include data in service definition when publishing”.
You can modify the service name of your map, as this will appear for selection in Back Office.
Keep all other default settings for the following Share As Service Definition window, and
click Next.

The name cannot be more than 120 characters long and may contain only alphanumeric
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characters and underscores.

Save a Service Definition X
" Choose a connection
ISt_J,cct an existing connection or geate a new one ;I ’ I

No Connection Set

Bowddﬂec«mﬁm

[V Indude data in service definition when publishing

Server type: |ArcGls server =l
Service name
[Nv_\mz_m
<Back Next > cancel |

5. Choose a location to save the service definition. Click on the Folder icon to choose the
location for saving the service definition.

Choose a location to save the service definition
AT E:El

<gack [ contrwe | cancel |
a. The user can either save the service definition directly to the ePlanning Project

Folder, preferred, or save it to a local drive and then copy/paste it into the ePlanning spatial
folder location.

To save directly to the ePlanning Project folder (\bIm\dfs\loc\EGIS\AppsNa-
tional\EPLB)>Production>ePlanning Project Folder:
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If a user is using ArcMap through the Citrix>ePlanning instance, this
“EGIS>AppsNational>EPLB” folder is mapped by default and will appear automatically
when in this step.

If a user is using ArcMap from the Citrix>EGIS instance, or from a local desktop, it is
beneficial to first map this network drive to the local desktop. This is explained above in
“Mapping the ePlanning GIS Drive.

Browse For Folder

Browse for an altermative cation o store e service defintion,

= * eps (\bimdfsec) (T:)
= Aol iatonad
-5 BB
. Dev
Producton
OOLEUMNVL000-2013-000 1 €A

- 7'W‘3
. DOl SN COFOO-2013001 1 €IS
. DO ELMANVL000- 20130001 €A
. NV_RMP_EIS _Trarwyg

b. If a project folder has not been created yet, right-click over the Production folder
and select New Folder to create a new project folder. The name of the folder has to match
the project name in Back Office exactly, or else the service definition will not show up by
default for the project when in Back Office. If a GIS ePlanning user wants to create a
folder not associated with one project, but to be used by the entire BLM Office, any
folder description can be entered. (Example: the Colorado State Office has multiple
maps to be used by the entire state of Colorado. The GIS ePlanning user could create a
folder named “Colorado Maps” that will not default to any project, but can be accessed
and used by any NEPA or LUP project.)

pg. 168



owse for o ATt GOANON O Sire De wervoe defrvion Broese o an atematve locaton to shore Be service defrvton.

= S oo (Vo o) (M) S epn (Vb ioc) (1)

o ahors = Aot asonad
A U - Al
. Dev . O
< [~ roducten

oof . Collewee ‘ [Corasanioo ®Ha0red ]
Toaww  Reshore previous versors é DO GLMAY 4. 000-291-000 1 LA
e » A N Trarwg
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. A2 Proete £) tretcone ¥ SiTemp
C. For RMP projects that do not have an automatic National Environmental Protection

Act (NEPA) number assigned, only letters, numbers, spaces, underscores, or hyphens can be
used in the Official Project Name that appears in Back Office and Front Office. If other special
characters are included, please contact the Team Lead to modify the project name in Webtop.

Tip: The name of the project in Back Office can be copied and pasted as the folder name. Do
not include any additional spaces before or after the name.

6.  Once the folder location has been identifed, click OK. Click Continue to advance to the
next screen.

7. The Service Editor window will now appear. No modifications need to be made to the
default settings in the following tabs: General tab, Parameters tab, Capabilities tab, Mapping
tab, KML tab, Pooling tab, Processes tab, and Caching Tab.

| Connecton: No connection is set  Service Name: NV_WHE_HMA 5?_"" oot . A \'&F . E%Slne _ﬂ
- . General
Paramaters B
PR Service Name: | NV_WHB_HMA
Connection: I No Connection Set
KV
Typeof Server: | ArCGIS Server
Pocing
Pracesses Type of Service: I Map Service
9 V¥ Start service mmediately
item Description

8.  Navigate to the Item Description Tab and enter a Summay, check the default Tags, and
enter a Description. Make sure that there is a check mark in the box commanding Update
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missing metadata in document based on item description.

| Connection: No connaction is sat Service Name: Nv_WHB_HMA

'Genevd

Parameters

9. Click Analyze to validate your map for any errors or issues. You must validate and
resolve all Critical, High, or Medium errors before being published. If any issues are

Item Description

Summacy:
Nevada Herd Management Areas ;]
H
Tags:
[ NV_HMA
Choose Your Tags... l
Desorption:
Nevads Herd Managemant Areas -]
|
Access and Use Corstrants:

l

discovered, a Prepare window will appear with a list of issues.

If a user needs more time to correct the issues in the analysis, close the Service Editor and save
the service configuration as a draft. The user can continue their work by opening the draft in a
future session in ArcGIS for Desktop. See Opening a draft service in ArcGIS for Desktop

for full instructions.
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When analyzing the GIS resource, the user will notice three types of messages in the Prepare
window. The user can right-click each message to get a quick suggestion on how to address
that specific issue. This will also give the user access to a help topic with more information,
such as additional repair options. The item in bold in the Description column is the default
approach for addressing each issue.

Type
Error
e
Warning

A

Message

@

Description

These are issues that must be fixed before you can publish your GIS resource
to the server.

These are issues in which performance, appearance, or data access may be
affected.

You have the option to address orignore a wamning. If you choose to ignore a
warning, you can mark it as an exception by right-clicking the warning and
choosing Mark As Exception.

These informative messages suggest methods and best practices that can
help you optimize your GIS resource for deployment on the server.

You have the option to address orignore a message. If you choose to ignore a
message, you can mark it as an exception by right-clicking the message and
choosing Mark As Exception.

Tip: Right-click on each Prepare message to get more information, read help for the error,
and to click on suggested fixes. For additional guidance on error related messages, select the
Help option to be taken to the ESRI help guide for that specific error.
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10. Once validated, click: Stage to create the Service Definition.

Sijage 4|

The Packaging process may take several minutes to process. The following messages will
appear when packaging, and when the published to the designated location:

Packagngmprogress ||

° L

L ]

o, Service Publishing Result  X|

‘0' Successfuly geated service definition file!
- , — ——-—‘) ‘= X
Creating service definition ... \':\Afgmaw‘ﬁ’tﬁ\Trm\W_Rw_ﬂS_Trm\W_\sm_H
MA.

———

The Service Definition created will be available for selection in Back Office within 30-60
minutes upon completion of these steps. There is no email confirmation at this time, so please
notify the ePlanning Team Lead to check the project in Back Office within the 30-60 minutes

timespan.

Note: If the service definition you are publishing includes source GIS datasets, the size of the
data and your network bandwidth will impact the time it takes to publish. Service definitions
over 2 GB in size cannot be published using the Internet Explorer or Firefox web browsers.
It's recommended that you use Google Chrome for service definitons over 2 GB

Once these maps have been loaded into the system, go into Back Office to start preparing the
webmap for the NEPA or LUP project you are working on. In Back Office, you will setup the

map layers that will be seen by the public.
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Note

These types of maps are best utilized for projects using the Project Websiteformat, not the
Project Summary Website format. Review the information in the Back Office/Front
Office chapter from the basic ePlanning course for more information on how to setup your
ePlanning website.

10.4.1. Setting Up the Comment Enabled Webmaps in Back
Office

Example 10.1. Create the Comment Enabled Webmaps in Back Office

Jump into Back Office and create your maps for a project.

Create Comment Enabled webmaps for your project:
1. In the home screen in Back Office, select the project you are working on from the My
Active Projects list. See example image below.

u.s. DEPARTMENT OF THE INTERIOR BUREAU OF LAND MANAGEMENT

ePlanning Back Office {User: Cora Charneskey) Help Logout

> Back Office Home

My Active Projects
LUP/NEPA Register DOL-BLM-CO-N040-2013-0001-EA @
Help
ePlanning Help Legend: ‘Active [Completed Closed
Plannlng Handbook
NEPA Handbook

2. Select: Maps from the left navigation pane. This will display the page where maps are
added to a project.

= Back Office Home > NEPA Register > DOI-BLM-CO-N040-2013-0001-EA > Home

Home @
pocuments What's New ¢
Contact Information

Welcome!!

How to get Involved
MeeﬂrV
Maps
Data

Content Edit
Links

Here is the content for this page.
FAQs
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3. Click on Add Comment Maps at the top of the display page. This will display a map

page where you will create the map(s) from the layers available.

Maps @ aad PoF Map

AmemmmanmlMdmmwmanm
]
What's New

a. The below image provides a high-level view of the entire map page. Each section is

marked and will be referenced.

[ Navigation Pane: This is the standard navigation menu that has always appeared in Back
Office.

° Map Definition Area: This is where you name maps and add layers.

° Map Area: This is the area where the map layers will appear and where you will draw the

extent that will be visible in Front Office.

[Fome Select a Comment Map:
pocuments View A3 Comments .
IContact information Selected M’P"
JHs Involved S
Data e Map Definition Area
Links Descnption:
FAQs Nboss
Site Adménistration Layers: > 3
gm:mm’ 8 MapPackage  Layer N
View Submission Listngs Ak
Submit Changes for Appraval s
Standard Back & % > &
Office d ] > e T
Navigation Create New Map  Delete Map SO RS AT Lo SR S e
Paneu Belect Basemap 5
Esn Street . R
Overiay Transparency : .
b. Below is an explanation of the Map Definition Area.
° Select a Comment Map drop-down: Click on this to select, view, and edit an existing
project map.
[ Preview Map: This is enabled when an existing map is selected or a new map is created.

This will allow you to view the map as the public would.

Name: This is a required field when creating a new map. Enter a concise and intuitive

name for your map.

° Description: This is an optional field when creating a new map. Enter a brief description
of the map.

° Layers: As you add layers to a map, they will be listed in the Layers pane.

° Create New Map: Click to create a new map.

° Delete Map: Click to delete a map.

° Select Basemap dropdown. Click to change between Street and Satellite views on the
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Select Basemap
Esn Street v

Esri Street nspares

map.
° Overlay Transparency: Move the slider right or left to control the image overlay's
appearance.

4.  Click in the Name box and enter the name for the map. Use the same name method as
used in the past with the GeoPDF maps.

24 1f you click Save without entering a name for you map, you will not be able to view it in
Back Office or in the Public website. Be VERY certain you name your map!

5. Click in the Description field and enter a brief and concise description of the map.
6. Click the New Layer button to add layers to the map. The map definition area will
change again as shown below.

Selected Map: =
Name

Test Map
Descnption:
NV _EA
Layers:

# Map Package Layer

1] |
Project:

testing v

Map Package: .

;‘IevadanMgpl v |
Add All Layers From Package

Layer:

Add Layer

Save Draw Extent  Cancel
Select Basemap

on Strest v =
4r | ’I

7. Click on the drop-down arrow for Project. Select the NEPA number associated with the
project.
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Selected Map:

Name:

Test Map for Software User Guide
Description:

Instructional Map

Layers:

# Map Package Layer

4 |

Project :
elect A Project L@)_
Select A Project
DOI-BLM-AK-A000-2013-0016-DNA
DOI-BLM-AZ-P030-2013-0002-EIS

DOI-BLM-AZ-P030-2013-0003-EA
DOI-BLM-CO-F000-2014-0001-EIS

Global Map Packages

8.  Click on the drop-down arrow for Map Package. Select the desired Map Package for the

selected project.

9.  Depending on the requirements of the map, you can add either all layers from the
selected Map Package to the map, or add single layers :

a. Toadd all layers from the selected Map Package, click on Add All Layers From

Package. All layers from the Map Package will appear in the Layers: window as shown in

the image below.

i Toremove a layer, click on the big red X next to the layer in question.

Layers:

# Map Package

x Nevada Map

«

pg. 176



b. Toadd only a single layer from the selected Map Package, click the drop-down
arrow for Layer and select the layer to add to the map. Once that layer name appears in the

Layer selection, click on Add Layer. The selected layer from the Map Package will appear in
the Layers: window.

I. Continue to add new layers until all the layers required for this map have been
added by again choosing New Layer, choosing a Map Package, and selecting the Layer,
then choosing Add Layer.

Project:
Global Map Packages v
Map Package:

Add All Layers From Package /

Layer:

Add Layer
ii. Toremove a layer, click on the Big Red X next to the layer in question.

Layers:
# Map Package Layer
® 1 Nevada Map Surface Admmst
® 2 Nevada Map County Boundary
® 3 Nevada Map BLM Wildemesq

« | »

10. Once all the necessary layers have been added, click on the Draw Extent button. A
check mark will appear on the Draw Extent button when this functionality is enabled.

/_Draw Extent]

After selecting Draw Extent move the cursor onto the map and the cursor will change as
shown in the below image.
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Click, then drag and draw a box around the area your map layers reference. This will

11.
define the map extent. The boundary of the extent will show as a red solid line and the area as
yellow, as shown below. The map will not look yellow when viewed in the project's public

website.
-
&
§ &
3 @
&
e 22 g
o "
5 p:
0 =
%
U ‘O’;,-\
! Ry
+ Bryamt
BODIE
o
Press down to start
ard let go to firish
Lo RO
Bgodi® 5
270 -
.

Important: To modify the extent drawn, do not click: Cancel because this will cancel the whole
map. To modify the extent drawn, click and draw a new extent, and that will automatically

replace the original extent.
12. Click on the Save button.

Iy
" NOTE: Once you save, it is not possible to add more layers.
Notice that the screen changes. It is no longer possible to add layers, but it is possible to delete

the map. If you click on Delete Map, you will receive a confirmation. Click on OK to delete

the map or click: Cancel to return to the map.
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# Service Layer
R 5 Nevada Yale_Grazing_A

Windows Internet Explorer

q ol — e s
e |

. Create New Map g

X

2 ) Pressing OK will delete this map.

“yoy may not delete a map while the project is in the approval process or has been
published.

13. In addition to the Draw Extent feature, the Zoom and the Overlap Transparency
features allow the user to zoom in on a particular area and adjust the way the layers are
displayed. These features are outlined in the image below.

» BUREAU OF LAND MANAGEMENT g
ePlanning Back Office (Uwer: DoanCuesils K Man) Mol 1L ogout

Battle Mountain Test for GIS Functionality

9t Togt o6 O Farcsoratty » Wag

[Sermaion smwmp. Use the zoom bar here to
pew M close in or move farther in
Name on your map area
to getinvolved Warkbook Examgle
Descrpten
Mg of Baste Mouetin Dumwed
¢ Service Layer
Administration X 1 Newads BMDo_wra_res
Comment Periods X 2 Newta Coutty Boundary
Comenent Sutmension T -
View Suomissicn X 5 Nenta BMDO_wea_BY

The Draw
Extent button
can be used to
define the area
of the map that
will initially be
seen by the

public

The Overlay Transparency bar
. : can be used to enhance
i Ty certain layers over others,

5% wal Cested by B Buse s of L

14. Click on the Preview Map button to view how the map will be displayed to the persé)n
viewing the map in the project public website. The map will not look yellow when viewed by

the public.
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15. Repeat steps 4 - 15 for all the maps you need to create.

N
\

N

o Esri, Del oo, TORT oen, UD3S, Eati

16. When finished creating maps, click on the Back button to return to the project maps

page.

17. You can see the maps you just created by choosing the Maps link which displays the

maps page.

Home

Documents

Contact information

How to get Involved
Meetings

Maps . Add PDF Map Add Comment Maps Add Decision Maps
What's New

Data
Links
FAQS No Map Sets have yet been configy or this page
Site Administration Comment Maps
Comment Periods @ 1yElkRangeMap
Comment Submissions @ test
View Submission Listings @ Te.: Map 2
Submit Changes for Appraoval
Note

The Comment on Map button is not enabled in Back Office. The button is located on the
comment form on the BLM National NEPA Register once you have set up a comment period.

10.4.2. Publishing the Comment Enabled Webmaps
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Before the maps are actually seen by the public, it is recommended that you finalize all other
portions of the project website, such as filling in background information, contact information,
and anything else that is pertinent to the project.

Make sure to set up a comment period for your project as well!

When you are ready to publish, submit the site to the public affairs official for approval.
When the site has been reviewed and approved, go ahead and click the Publish button
immediately, or on a specified date.

Refer to the Back Office/Front Office chapter for more specific information on how to publish
your project website and how to setup a comment period in ePlanning.

10.5. Understanding Public Involvement with Comment
Enabled Webmaps

Once the project website is approved and published, the public will be able to search for the
project and make geospatial comments on the maps. There will be two areas where the general
public can view the maps. Let’s quickly explore these two options.

e The Maps link will display all of the Comment Enabled Webmaps that were created for
the project. In this area the public can only see the extent of the area selected and the layers
for the map. Geospatial comments are not allowed here.

e The Documents and Reports link will display the Comment Enabled Webmaps, under the
interactive document’s public comment submission feature. It is here that the public will be
able to make geospatial comments on the maps, if a comment period was setup for the
document.



U.S, DEPARTMENT OF

Rl Battle Mountain Test for GIS
Functionality
= Land Use Planning Register = Battle Mountain Test for GIS Functionality = Home
Project search: ' Home
[ 5
™ Find Whole Words Only

(Documents & Reports )
4 )

Contact Informatior

Welcome to the "Battle Mountain Test for GIS Functionality " website.

Timeline
Issues

How to get Involved

Links
FAQs

10.5.1. The Maps Link

Using Front Office, look for the project that was just published. Select the Maps section and
explore the maps in this area.

1.  Log into Front Office, navigate to the BLM National NEPA Register (or the register
for Land Use Plans).

National

¥ What We Do

1+ Visit Us

# Information Center
= Get Involved ’

NEPA Register
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2. Search for the project using criteria to narrow the results. See the example shown below.

Land Use Planning and NEPA Register

» Aol 15 QU WA IVINeRIed Micem 1. of anteed DY anzed dccan o, Pm comdeter iy
Vielate 18 Gated Siutes Code Sachen KO0 20d may

WASING: 8y accemng

Typeotpeoect  ClandUsePan @ aepa
™ Open Commert Porca

Reta(s) ] Fiscal Yow(s)  Progran(s)

Anzona -I

Codomia - Battle Mounts AMUPubSc Ssfely

Colorado - Black Rock F (ADandonnd Mg Lanss
Eastern States NV « Caborte FO |ARandoned Mne Lands (AML)
Idsho NV - Carseo Cy [Adrureitratis Dasynatons
Morana NV - Egan FO [Ar Quaitty

NV - Eto DO Coal

New Mexco NV - Ely 0O Coal Bed Natural Gas
OregonAWashington NV« Humboldt R Cultural Resources

Utah =] INV-Las Vegas F(x] Oespeesed Recreation =
Advanced Search s
[Sowch ] _ ciow |

3. Then choose the project you want to view by selecting the NEPA Number hyperlink of
the project from the list returned by the search command.

DOI-BLM-NY-S010-2013-0004-E24

4. Click on the Maps menu option in the left navigation pane. This will display the maps that

have been published with the project. Then, select one of the Comment Enabled Webmaps that
is available, as illustrated in the image below.

L CATARTMINT OF vt evmirsoe BUREALU OF |
Battle Mountain Test for GIS
Functionality

Mo MAG Sets harew ot heen ConAGr oF 16 res pags

Web Maps
yn_}.'uj
s s oy g
Links
FAOS
m‘ .
MITIO0I 14 5S4 MOT

This Sats wat nasted he the Sose b of |l Massssnnant
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When the webmap is selected, the layers may take a few seconds to load. Here, you can
zoom in and out of the map area, toggle the map layers on and off, and view the legend of the
map features. Remember that this is just a reference point for viewers. Public comments on
the maps are not allowed here, but is a great starting point for understanding the planning
areas in relation to project document(s).

u.s. pePARTMENT OF THE INTERIoR BUREAU OF LAND MANAGEMENT

DOI-BLM-CO-F000-2013

™ Find Whole Words Only

Sage Grouse Area | v
Select B P

Home

Documents

Contact Information
How to get Involved
Meetings

Data
Links
FAQs

Last Updated:
01/21/2014 23:23:43 MST

10.5.2. The Document and Reports Link

Esri Street | v
Overlay Transparency

Legend
¥ [ Layers
@ [JGrSG_SevereWinterRange2011
¥ Greater Sage Grouse Management
Zones EIS
 MGrSG_OveralRange2011
¥ [JGrSG_ProductionArea2011
~
[D6usG_Critical Habitat_Polygons_083(
¥ ) BLM Owned Lands
[area of Critical Environmental
Concern
D area of Critical Environmental
Concern/Globally Important Bird Area
[Tarea of Critical Environmental
Concern/Globally Important Bird
Area/National Conservation Area

sor . fx 4

[Jarea of Critical Environmental
TR ¢ ;lJ

Kil|

EsiDel oome, NAVTEQUSGS, NRCAN,V

Using Front Office, look for the project that was just published. Select the Documents and
Reports section and make comments on the maps in this area. Please note that menu options
vary depending on the project type. For example, an EA project will only have a link called

Documents rather than the Documents and Reports menu option.

This section will just focus on making the geospatial comments for webmaps. To complete
the public comment submission (with the map comments), the entire commenting process will
have to be completed.

Note

Remember that this process requires a comment period setup to fully utilize the geospatial
commenting ability for the maps. Refer to the information above, or review the chapter on
Back Office/Front Office, for more details on how to create a comment period for your

Example 10.2. Explore the Comment Enabled Webmaps in the Document and
Reports Section

Take a few minutes to look at the maps under this section of the project’s webpage.
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Viewing this area of the project website:

1. Click on the Documents and Reports link. Then, select the Interactive Document
icon, as illustrated in the image below.

U.5. DEPARTMENT OF THE InTErIoR BUREAU OF LAND MANAGEMENT
Battle Mountain Test for GIS

Help
g Video Tutorial
Functionality

cionality > Documents & Repotts

Documents & Reports

Project Search:
—

I” Find Whole Words Only

Home

Release Date

Available Formats

Public Comment Period
Test Documents

¥ (700 KB) Open (10/17/2012 - 10/31/2014 )

Timeline

Issues

News

How to get Involved
Meetings

Maps

Data

Links

FAQs

Last tipdated:

1010372012 11:56:33 MOT

2. Highlight some content and click on the Click Here to Submit Commentslink. You
may choose the Click Here to Submit Comments link without any content as well, but in
general comments will be referencing a certain part of the document.
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ePlanning

U.S. DEPARTMENT OF THE nTERIOR BUREAU OF LAND MANAGEMENT

e e Test Documents

> Land Use Planning Register > Battle Mountain Test for GIS Functionality » Documents & Repaorts = Test Documents

Document Search:
Go

™ Find Whole Words Only

Elindec

Y >

Contents

¥ Draft Resource Managemenii-'
.
© Dear Reader Letter
¥ Chapter 1 Introduction
© 1.1 How to Read this Chap
© 1.5 Planning Criteria/Legis|
® 1.6 Planning Process
© 1.6.1 Relationship to BLM
© 1.7 Related Plans
© 1.8 Policy
¥ Chapter 3 affected Environr
© 3.1 How to Read this Chap
¥ 3.3 Resource Uses
¥ 3.3.4 Minerals
¥ 3.3.4.1 Leasable Minera
© 3.3.4.1.1 Laws, Regulz
= 3.3.4.1.2 Affected Envi
¥ 3.5 Social and Economic Ce
> 3.5.2 Public Safety
> 3.5.3 Social and Economir

7 T2 Y0737 2Z0T%)
( LastVisited Page |

Help
Wideo Tutorial

R Pr

Step 6: Estlmatlon of Effects
Gov | No Fear Act

Disclair About BLM ces | Get Adobe Reader®

< Previous Next =
=
1.6 Planning Process
Table 1
Step 1: Identification of Issues
Step 2: Development of Planning TetHtoguide devetoprent of the RivP-amdprevent ther
Criteria collection of unnecessary information and data.
Step 3: Collect And Compile Inventory | This planning step involves the collation and collection of various kinds of
Data environmental, social, economic, resource, and institutional data. In most cases, this
process is Ilml_ted to mforma_tlon needed to address the issues. The data req_wred for
land use planning decisions is usually at a broader scale than data required in
implementation level planning and analyses.
Step 4: Analysis of the Management | This step calls for the deliberate assessment of the current situation. It identifies the -
Situation way lands and activities are currently managed in the planning area, describes
conditions and trends across the planning area, identifies problems and concerns
resulting from the current management, and identifies opportunltles to manage these
lands differently. It also forms the basis for the "No Action” alternative.
Step 5: Formulate Alternatives During this step, BLM formulates a reasonable range of alternatives for managing
resources in the planning area. Alternatives include a continuation of current
management (no action) alternative and other altematives that strive to resolve the
major planning issues while emphasizing different management scenarios
Alternatives usually vary by the amounts of resource production or protection that
would be allowed, or in the emphasis of one program area over another.
During this step. BLM formulates a reasonable range of alternatives for manaaing =l

Kic
This page was created by the Bureau of Land Management

This will open up the public comment submission form. This will look familiar to the
content reviewed during the Back Office/Front Office chapter. However, notice that there is one
small difference here; we now have a section to comment on maps.
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Help
Video Tutorial

Test Documents

Comment Submission Form
My Comments
My Comments Nimer&_Afdles Reuimr_‘ i i
[] B B {<]
Click the button to enter on amap. Comment on Maps | )
— Selected Content
[ |
Document Section ID: Insert Highlighted Content
Clear Content
E
Note: JavaSeript must be enabled within your browser settings in order for the Insert Highlighted Content capability to function correctly.
CommentTitle: |
Clear Comment Text
HOR & BN e ¥ # o E e
B I U= X x? ElEE =l EBE2]A
|
4
Character Count Max of 10,000
Attachment: Remove Attachment
e Browee: | I Add Comment
(Note - the total size of all attachments must be less than 20mb)
ote: & are not saved and will need to be reattached when the corament subrission is resuraed. |
Upload Saved Submission I Cancel ] Next ' |

USA Gou | Ho Fear Act | DOI | Disclaimer | About BLM | Notices | Get Adobe Reader®
rivacy ite Map | Home

4.  Go ahead and click on the Comment on Maps button.

5. The webmap feature will load up. From here, you can select a specific map to view
using the Select a Comment Map drop down menu. You can also zoom in and out, or pan
around to more specific areas using the tools provided.

6.  Inthe example image below, the map titled Workbook Example was selected. Click on
the Draw Point button, pick an area on the map, and make a comment on the XY coordinates.
For the moment, this map comment feature allows for only XY coordinates. We anticipate that
the ability to comment using polygons and lines will be added in the near future.
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Help
Mideo Tutorial

Test Documents
Comment Submission Form

My Comments
Name & Address Review Submission Submission Adnowledgement
{] {] {«]

Workbook Example ‘ i

Comments:  View as Text

2®

® 1 Ido not agree with this analysis. It shoyf ).

Back to Form

6

Rawhide Mountain The W

1 ‘Pallsade

not agree withhis analysis. It ShYIS S8
: el

|
|
i
i
< | » !
Select Basemap |
. i
Esri Street v ool [
Test Range i
i
[Note: & are not saved and will need to be reattached when the corament resured. \

7.

.Gouw | No Fear Act | DOI | Disclaimer | About BLM | Notices | Get Adobe

Reader®
Home

t

El

You may add as many geospatial comments as you would like. Each map comment is

limited to 5,000 characters. You can switch between webmaps, using the starting dropdown
menu. When finished, turn off the Draw Point button, and select the Back to Form button.
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Help
Video Tutorial

Test Documents

Comment Submission Form
My Comments
My Comments Nameiﬂilddnls Review Submission Submission Acknowledgement
1 {2} s {¢]
se!e,c,t a comment M,ap'- v Draw Point (Back to Form
Workbook Example ] v - /-
Overiay Transparency -
oIl 4 =
Comments:  View as Text 7. T
P 2 Rawhide Mountain
R 1 Ido not agree with this analysis. It shor r: =3 ; !
® 2 There is a waterway here. ,I: l E"‘k to add a point { \
R 3 There are desert tortises herel i ; / Pallsade
Iz IS analysis. It sMesa
= e
1=
i Kawich
@There are desert tortoises
< | »
Select Basemap
| Esri Street v Tonepeh
TestRange
2 @There is a waterway here.
ote: A are not saved and will need to be reattached when the corment

USA Gow
Privacy

8.  This will close the webmap screen and allow for further text comments to be made by
the public. Notice that the number of comments on the maps is noted at the top of this section.
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ePlanning

Test Documents
Comment Submission Form

Help
Video Tutorial

My Comments
My Comments Name & Address Reulew'_‘ issi issi
L— {z] {3} {¢]
@ou have entered 3 map Comment on Maps u

= SElECIed TONTenT

_l Document Section ID: Insert Highlighted Content
Clear Content

=
Note: JavaSeript must be enabled within your browser settings in order for the Insert Highlighted Content capability to function conectly.
Komment Tite: [ ™
Clear Comment Text
HOR E Pl @ a¥ e @ e
B I U s X, X* ElsEs=18 BEa B
E
4
9 Character Count Max of 10,000/

Attachment: [

Browse,. | Remove Atachment | e

{Note - the total size of all attachments must be less than 20mb)

Comments:
f select| Commentid | Commert Title [ File Aftachment | Section 1D |
N |1est comment | |1.B Planning Process |
EditCamment | Remove Comment | Mowve Up | tiove Down | \
[Mote: & are not saved and will need to be reattached when the coranent subraission is resured. |
Save Submission Locally | Upload Saved Submission I Cancel Next M
-  ~ =]

Continue on with adding in comments for the issue. You must enter a text comment even if it
is only to reference the comment you placed on the map. If needed, refer to the Back

Office/Front Office chapter on how to proceed with using the basic portion of the public

comment submission form.

The last section of this chapter will briefly discuss how to analyze those geospatial comments

that were received from the public.

10.6. Analyzing the Map Comments in the Back Office

Now, let’s take a look at what to do with those comments that were made by the public. In Back
Office, you will be able to review the public comment submission just as it was discussed in

the Back Office/Front Office chapter.
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ePlanning ePIanning Back Office {User: UdomChesda R. Hong) Help Logout

Battle Mountain Test for GIS Functionality
= Back Office Home = Land Use. Fiannin Heisle = Battle Mountain Testfor GIS Functionality = Cormment Submissions
Home
Documents & Reports
IContact Information
Timeline
ssues
INews
How to get Involved
Meetings
iMaps
Data
Links

FAQs / ission ID ission Date  © izati < | Delivery Type <|in CW <|In Comment Period  *|Status <
[ [12345-1-18211 10/17/2012 fdsad, fdsaf Front Office Submission Form N ¥ DELETED

[~ [12345-1-13481 1210312012 Iang. u | Front Office Submission Form N Y ACTIVE

2 items found, displaying all items.

Send to Commentyorks | Add Submission I Edit- Subraission | Yiew Subraission, | Delete Subrmission Submission Listing

(See image above.) The webmaps feature allows the user to review the geospatial comments
as well general comments. Under the Site Administration menu for your website, click on
the Comment Submissions link and choose a Comment Period. You may have to select the
Synchronize Now button to bring in any recent comments.

1.8, DEPARTMENT OF THE inTErIoR BUREAU OF LAND MANAGEMENT
ePlanning ePIanning Back Office {User: UdomChesda R. Hong) Help Logout

Battle Mountain Test for GIS Functionality

> Back Office Home = Land Use Planning Register > Battle Mountain Test for GIS Functionality = Comrment Submissions

IDocuments & Reports Comment Submissions
[Contact Information Comment Period: |Test Documents (10/17/2012 - 10/31!2014)_1] (Search Filter)
Timeline Last Front Office Submission Synchronization: Non Dec 03 10:54:49 MST 2012 Synchronize Now l
ssues
News L
hj:";ﬁ“" invelvad View Map Comments Click this button to review the geospatial map
n 4
Kt : comments from the public.
ap 2 ttems found, displaying all items.
Data
lLinks
IFAQs ission ID ission Date :,W ization - |Delivery Type ~[in cw=[in comment Period  *[status =
Bite Mm"‘is&aﬁon 234 18214, 104175204, lM ad. fdsaf, 1 F ront Qffice ission Form, N b DELEIED
Comment Periods ]_ 12345-1-18461 12/03/2012 |Hnng, u | Front Office Submission Form N Y ACTIVE

Comment Subrmissions v o _
View Submission Listings / ‘e’"s foung, displaying all tems

Check the box fiext to the Edit Subrissian || view Submission | IDelete Sibmission Submission Listing
'Submission ID' and choose the w
'View Submission’ button to review
the text comment from the public.

From here (see image above), you can view the text comment by checking the box next to the
submission and going to the View Submission button. Reviews of this type were discussed in
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the Back Office/Front Office chapter.

Alternatively, you can click the View Map Comments button to view the geospatial

comments that were made by the public on the webmap(s).

U.5. DEPARTMENT OF THE nTErIOR BUREAU OF LAND MANAGEMENT
{User: UdomChesda R. Hong) Help Logout

ePlanning ePlanning Back Office

Battle Mountain Test for GIS Functionality

= Back Office Home » Land Use Plannit > Battle Mountain Testfor GIS Functionality > Comment Subrmissions

Home
Documents & Reports Comment Submissions: Back
Contact Information FSubmission T Tarie ] L d
[t (12345113461 |0 ).‘ e
Issues e S } —
News T2345-T-182TT fdsat =
How to get Involved - ;’;{"‘;’T’g’f’g_
Meetings
Maps
Data
Links
FAQs
Site Administration
Comment Periods
Comment Submissions < | 3
View Submission Listings Select a Comment Map:
View All Comments o
Select Basemap
Esri Street v |
Comments:  View as{lext

h

H—
® 1 Ido agree with this analysis. It should
® 2 Thereis a waterway around here that 1
X 3

There are desert tortoises here!

< | »
Overiay Transparency

T 1T —WORTH

= ; 2y ===
A MINNESOTA
-1 paxora_WINGESS «J'%?H'GAN
T sotrr—2k inneapolis
Soay il i

Rz L (o

AT

NEBRA

RLAHOMAL oy o TENN
ARRANSAS 77 19

Tampg( LAY

Brownsvill

e
Gulf of Mexico

Guatemala %}'}’5"&"‘
San Salvador Tequcigalpa
)
Managua’, )
“SanJose

SO pani
&wﬁ:;‘
N

cal

When the Comment Enabled Webmaps screen opens (see image above), you can select a
specific Submission ID to view, which will, in turn, load the comments below, as well as
where on the map those XY points were made. Of course, there are additional features here
available for you. You can choose a different map, if you have multiple maps, under the Select
a Comment Map dropdown menu. Also, you can zoom in and out, and pan around the map

to get more detail(s) on the map display.

If you choose the View as Text button, next to the Comments heading (see image below),
you will get the exact latitude and longitude coordinates for each geospatial comment that was
made. This information can be shared with the GIS specialist in your office, if map revisions

or modifications are needed.
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U.5. DERARTMENT OF THE TTERIoR. BUREAU OF LAND MANAGEMENT o
s ©ePlanning Back Office (User: UdomChesda R. Hong) Help Logout

Battle Mountain Test for GIS Functionality

> Back Office Home = Land Use Planning Register » Battle Mountain Test for GIS Functionality » Cormment Submissions

Home
Documents & Reports Comment Submissions: Back
IContact Information SubmissionID Name E
[Timeline I
i1 I f
Issues st O
News 12345-1-18211  fdsaf ‘5//
How to get Involved g
Meetings /
Maps
Data @
Links :
FAQs A= -
Site Administration s 2 é‘//‘”‘i’““’"a
Comment Periods - V{_\S\@Qf e~
Comment Subrmissions 4 i iNai NEVADA
View Submission Listings Select a Comment Map: ‘ # @! do agree with this analysis. It should...
View All Comments B 7 i
Select Basemap %
| Esri Strect |7 @There are desert tortoises here! =
Comments:| View as Text ) oA I ‘
#  Commen E 1
% 1 Idoagree with this analysis. It sh|_[(_Lat, Lon: 39.169670957031244, -117.67842943359375)
% 2 There isia waterfy around here @l Comment: [ do agree with this analysts. It should be rewised.
¥ 3 There are desert lortoises here! e Comment 2 &
:\ H Lat, Lon: 37.785393613281244, -117.76082689453125 j
;' Comment:  There is a waterway around here that must be considered.
H{ Comment 3 1
Lat, Lon: 38.796135800781244, -117.90364916015625
Comment:  There are desert tortoises here!
WNssantin _ P e L NIRRT N N e
| : A X |

10.7. Decision Maps

The Decision Map function in the ePlanning Back Office provides the functionality to link
ePlanning Interactive Document sections marked as Decision Records/Records of Decision to
user-defined polygons for public viewing via the ePlanning Front Office. Users will have

the ability to identify Decision sections of an eXtensible Markup Language (XML) document,
create a Decision Map complete with area polygons, and link those polygons to the identified
Decision sections.

Important

The GIS Specialist downloading the Service Definition must have an active ePlanning account
in order to save the Service Definition to the ePlanning Project folder. See the steps in Mapping
the GIS earlier in this chapter for instructions as they are the same.

Preconditions: Any decision document to be attached as part of the Interactive Decision Map
function in Back Office must first be marked as a Decision Document in Webtop. An
“Interactive Document” Build Type must be created in Webtop for the Decision Document of
the Project. To

mark a document as a decision document you right click on the XML document section, select
properties, and then check the box that says “EPL Is Decision?”” and then choose “OK”.
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Properties: Info

Permissions

Preparing Comment Enabled Maps for your Project [f]

Type: epl_doc
Format: xmi

Name

Title:
Subject:

Keywords:

3 IPreparing Comment Enabled Maps for your Project *

EPL Document Type:
EPL Document Chronicle ID:

EPL Status:

EPL Due Date

EPL Is Decision?:
EPL Decision Category:

EPL Section Number:

FDI Draiact ID-

X4 12:00:00 AM

i}
o | cancel

Once you have marked your XML document or document section as a decision, then you will
need to create a build of that decision document to upload into back office.

To create a Decision Map (similar to creating comment maps):

3.

Log in to Back Office and select the NEPA project.

Click on the Documents section and choose Add.

= Back Office Home > NEPA Register > DOI-BLM-CO-F000-2013-0011-EIS > Documents

Lome Documents @ ad

What's New

Contact Information
How to get Involved

The Add-Project Document screen appears. Locate the Document Name box and enter a

name for the decision document. Enter a Release Date manually or by selecting the calendar

icon and create a new category if you wish by choosing Other and then typing in Decision

Document. Then click: Add in the Document Renditions section.
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ePlanning ePlanning Back Office (User: Cora Charneskey) Help Logout

DOI-BLM-CO-F000-2013-0011-EIS

Add - Project Document

Document Name: |Record of Decision

Release Date: 01/30/2014 B
Document Category: |Olher: =l IDecision Document

Document Renditions: * Add

BE=

Build Name/Path

No Document Renditions have been added to this Document.

4.  Select: Build as the Rendition Type and select the Interactive Document created in
Webtop as the decision document. Then click: Add.

The Add-Project Document screen will automatically refresh with the Document
Renditions now available.

ePlanning Back Office (User: Cora Charneskey) Help Logou!

DOI-BLM-CO-F000-2013-0011-EIS

Add - Project Document

Document Name: IRecord of Decision
Release Date: [o1/30/2014 *

Document Category: | Other: =] [Decision Document

Document Renditions: * Add Remove

Type Build Name/Path

v |Interactive Document Interactive Document - 060003e880407e4e - Record of Decision

Check the document rendition, and then click: Add.TheBack Office Documents Page
automatically refreshes with the new document available.

ePlanning eplanning Back Office {User: Cora Charneskey) Help Logout

DOI-BLM-CO-F000-2013-0011-EIS

> Back Office Home > NEPA Register > DOI-BLM-CO-F000-2013-0011-EIS > Documents

Mo Documents @ add
What's New o

Contact Information
How to get Involved

Meetings
Maps

Data
Links Decision Documents

Document Name Release Date  Available Formats Public Comment Period

FAQs o
: . I~ Record of Decision 04/14/2013 @E (1112KB)
Site Administration

5. From the Back Office Home Page, click the Maps link in the left-hand navigation page.
Click on Add Decision Maps at the top of the display page. This will display a map page
where you will create the decision map(s) from the layers available.

6. Click in the Name box and enter the name for the map. Use the same name method as
used with the Comment maps.

If you click Save without entering a name for your map, you will not be able to view it in
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Back Office or in the Public website. Always name your map.

7. Click in the Description field and enter a brief and concise description of the map.

8.  Click the Document drop-down to select the decision document associated with the
project to be used for the map.

9. Click theRendition dropdown to select the version of the decision documentidentified.
10. Click the New Layer button to add layers to the map.

11. Click the drop-down arrow for Project. Select the NEPA number associated with the
project.

12. Click the drop down arrow for Map Package. Select the desired Map Package for the
selected project.

13. Depending on the requirements of the map, either all layers from the selected Map
Package can be added to the map, or single layers can be added to the map:

a. Toadd all layers from the selected Map Package: Click Add All Layers From
Package.

All layers from the Map Package will appear in the Layers window.

I. Add single layers by selecting New Layer and repeating the process. Continue
to add new layers until all the layers required for this map have been added.

ii. Toremove a layer, click on the Big Red X next to the layer in question.

b. Toadd only a single layer from the selected Map Package, click the drop-down
arrow for Layer and select the layer to add to the map. Once that layer name appears in the
Layer selection, click Add Layer.The selected layer from the Map Package will appear in the
Layers window.

i. Continue to add New Layers until all the layers required for this map have been
added.

ii. Toremove a layer, click on the Big Red X next to the layer in question.

14. Once all the necessary layers have been added, click on the Draw Extent button. A
check mark will appear on the Draw Extent button when this functionality is enabled. The
curser on the map will change as shown in the below image.

15. Click then drag and draw a box around the area your map layers reference. This will
define the map extent. Important: To modify the extent drawn, do not click Cancel because
this will cancel the whole map. To modify the extent drawn, click and draw a new extent and
that will automatically replace the original extent.

16. Click the Save button.

NOTE: Once you save, it is not possible to add more layers.

Notice that the screen changes. It is no longer possible to add layers, but it is possible to delete
the map. If you click on Delete Map, you will receive a confirmation. Click OK  to

delete the map or Cancel to return to the map. A map may not be deleted while the project is
in the approval process or has been published.

17. Click Preview Map to view how the map will be displayed to the person viewing the
map in the project public website. The map will not be yellow when viewed in the project's
public website.

18. Repeat steps 6 - 17 for all the maps you need to create.

19. When finished creating maps, click Back to return to the project Maps page.

20. The decision map(s) you just created will be listed on the Maps page. Once a map has
been created, layers cannot be added or removed. Click the Add Polygons and Links link
next to the Decision Map just created.



Sage Grouse Habitat Map
Document Name Release Date Number of Maps
NDOW Studies Sage Grouse Habitat 04/01/2013 1

o Priority Habitat 0410172013 1
Comment Maps
O Sage Grouse Area

Decision Maps

@ Record Of Decision Map  (Add Polygons and Links)

3. The Decision sections designated the project (in Webtop) should appear in the Record
of Decision Sections table. Click on the Draw Polygon button. A check mark will appear on
the Draw Polygon button when in edit mode.

ePlanning Back Office

DOI-BLM-CO-F000-2013-0011-El
fome Back  Esri Street v Record Of Decision Map > |[s Draw Polygon NothingSelected.
documents v e e
Sontact Information ~ 1P
4ow to get Involved Record of Decision Sections: =
Meetings # Section Name URI
10200 Roan Plateau RMP ROD View ROD

Data

-inks

FAQs

Site Administration
Comment Periods

10201 chapter_2135558084_1365926725505_1144552¢ View ROD

4. On the map, left-click your mouse at the starting point of the polygon you wish to create.
Then left-click again for each of the vertices (minimum of three). Finally, double-click to
complete the polygon. After double clicking to complete the polygon, the outline will
automatically turn green:

To stop the drawing tool, click the Draw Polygon button so the check mark disappears.

a. To draw multiple polygons or add polygons to the original polygon, ensure the
Draw Polygon button is checked, and repeat step 23 until all polygons are drawn.
b. To delete a polygon, first stop the drawing tool by clicking the Draw Polygon

button so no check mark appears. Then, click once over a polygon, which will select the
polygon

with an orange outline. When selected, click the Delete Polygon button and the screen will
automatically refresh with the changes.

C. To unselect a polygon, click the Unselect button and the additional menu options
will be dismissed.

d. When you are finished drawing your polygons, choose Draw Polygon to unselect
the drawing mode.

5.  Tolink a decision document to a polygon click once over a polygon so the polygon outline

turns orange and additional options will appear above the Map window. Click the Link to Text
button. A check mark will appear in the Link to Text button.
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ePlanning Back Office
DOI-BLM-CO-F000-2013-0011-EIS -

Back  EstiStreet v Record Of Decision Map

ow to get Involved Record of Decision Sections:
Meetings # ‘Section Name URI
10200 Roan Plateau RMP ROD View ROD
'::')‘asta 10201 chapter_2135558084_1365926725505_1144552¢ View ROD
AQs
Site Administration
Comment Periods
Comment Submissions

Remember: The Draw Polygon button must be disabled so that the check mark does not
appear.

Left-click on the section in the Record of Decision Sections table that will be linked to the
polygon. The section title will be highlighted in orange and automatically linked to the
polygon. Once the section title is highlighted in orange, click the Unselect button. To verify
that the Record of Decision (ROD) section(s) have been linked to a polygon, use the mouse
to hover over either the polygon or the section name, and both should appear in blue:

O efe - o > ol SLorN »
In L Ve fomta Ten o @ v B
L

1 Commte - ot g D0 D00 NLO00-

0% L k-

2 00 sovenBimntangraty
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100 o Crticd Tamsmnond Gosions Gkl St Bod Adve:
Liovs of Coica Tawwocmmnmal oo Glbally Sogronsns Tod Asvy Naiond Commnsion Ares
lrma of ot Emvmmmmensat Concoes Noons Nt Lasche -

a. To break a linkage between a document section and a polygon, select one of the
Decision sections by left-clicking the text, which will make the text and polygon highlighted
in orange. Left-click on the highlighted (linked) Decision text to un-link the text from

the polygon. The Decision text should no longer be highlighted in orange. Click the
Unselect button to de-select the text/polygon.

In addition to the interactive comment map tool in ePlanning, the public now has an option to
view a decision map and its associated decision document in ePlanning. The interactive
decision map offers new functionality and tools that link official decision documents to an
interactive map and the exact location identified by a drawn polygon. This provides ease of
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access and convenience to the public, while increasing transparency and the level of detailed
information.

1.  From the BLM.gov home page, navigate to the BLM National NEPA Register .

2. Search for the project using criteria to narrow the results.

3. Click the NEPA Number hyperlink of the project in the search results that you wish to
view.

4.  Click the Maps menu option in the left navigation pane. This will display the maps that
have been published with the project.

5. Click the Decision Map you wish to view.

6. Map Definition Area: This area provides a map legend and map name.

7. Map Area: This area is the map as defined by the NEPA project team.

8.  Left-click over a polygon to highlight it (in orange). The linked decision document in
the

Record of Decision Sections window will also be highlighted in orange.

9.  Click on the Decision Document URL titled View ROD to launch the decision
document section(s) that have been published in association with the project area.



